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This handbook was prepared to assist those coordina'ting the 

VITAL Career Information Center program in participating schools 

and agencies • It is designed primarily for use by counselors or 

other coordinators as an instrument for presenting VITAL occupational 

information to students who are^ interested in gainful employment 

Q after leaving school. This applies particularly to those students 

in junior or senior high school who are searching for careers to 

enter, ii^lementary school personnel may also benefit from the handbook. 

The handbook provides information which the coordinator can share 

with students} teachers, librarians, and other professional 

personnel as a part of the career guidance and education programs. 

The information provided in'^the handbook brings together the 

data and materials developed by the VITAL Career Information Center 

in conjimction with those of similar centers in some thirty-three 

other states. Since career information is an essential part of 

the career guidance program, efforts have been made to relate the 

handbook contents to the , goals and objectives of this program as 

stated by the Student Services Bureau of the Louisiana State 

Department of Education in its guidebook. -i:- The materials supplied 

in the handbook provide a source of aids suggested for implementing 

the career information aspects of the career guidance program. These 

supplement recommendations made in the guide developed by the Student ^ 

Services Bureau. It is hoped that this handbook and the materials 

included will provide a standardized basis for systematic dissemination 

of career information to those needing the data and materials 

provided, by the VITAL Career Information Centei?. 

•;c- See Appendix B, pp. IT^lSi^ for "Objectives" of Louisiana State 
Plan for Career Education and "Guide for Career Guidance, 
cDir-" BTuZervTServices Bureau, Louisiana State Department of Education 
tlylL • iii O 
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VI TAL CA:-;£E- INFCR'^'ATICK CiKTiili 

BACKGROUND 

The VITAL Career Information Center was established July 1. 
1971. as an exemplary project funded under authority of the 
Vocational Education Act Amendments of 1968. VITAL is^^-^n - 
acronyn for Vocational Information Techniques Applied Locally. 
The //ITAL Career Information Center was established for the'^ 
securing of reliable, relevant, local occupational information 
from employers and furni'-hing this to students, teachers and 
counselors in an easily readable form on microfilm* aperture 
cartis, called Viewscripts. An aper*^ure card is a data process 
card with a small film window near/ one end which contains 
microfilmed occupational inf or.mation . This process makes it 
possible for up-to-date, valid, localized occupational informa- 
tion to be secured, produced, disseminated "and made available^ 
or a large ^'^ale using modern technolog:/. 

The project v/as initiated as a joint effort of nine paris*h 
school boards in the Baton Kouge region and^the Louisiana otate 
Department of education. This consc^rtium was^proposed by 
5ast haton Rouge larish School Board guidance supervisor for 
establishment of the project to serve a'S a model for statewide 
application of its services. The directorate was made' up of 
superintendents for the'^arishes served --Ascension . £ast Ifeton 
.\OUge, r,ast Feliciana, Iberville, Livingston, Pointe Coupee. 
Jt. Helena, West Baton Rouge, and V/est* Feliciana--and a 
representative of the rotate Department of Education, uuid^cc? 

1 



(student Services) Bureau, coordinating supervisor and the VITAL 
director. The number of participating parishes has continually 
increased since the establishment of the program. (See 
Appendix--p. 79 "Organizational Chart VITAL"). An Advisory 
Committee yas also established (See Appendix, p. 112 -J 
"Organizational Chart Advisory Committee"). 

■ Housing and clerical supplies have been provided by the 
Louisiana State Department of Education, Student Services Bureau. 
They are no^ supporting extension of the Center's services 
statev{ide as part of career guidance program'''' with financial 
assistance for additional professional personnel and materials. 
The equipment for photographing, processing, and reproducing 
microfilm aperture cards containing Viewscripts — localized 
occupational information — along with the reader-printers used 
to view and make copies of the Viewseripts. was obtained at 
the beginning of the project. Additional reader-printers or 
readers obtained by schools for the use of the microfilm or 
microfiche materials will need to be purchased by participating 
schools or school systems. The Center will furnish the cards 
to those who purchase the necessary equipment to use these as 
funds and personnel permit (See Figure 1. VITAL Career Information 
Center v;ith Satellites). 
II . NEED 

The task of making a career decision in a growing and changing- 
society is a complex, one?'""" With the advent of automation and 
technological change, job opportunities have been drastically 
altered. For example, hew industries have generated new 



employment opportunities while 



at the same time many thousands 



of product ion- type jobs have completely disappeared?^ In^^any 

'**'See Appendix, on "Need for Career Guidance^ Pp. 173, 176 
„_,9^j -Appendix, on "Nature of Career Guidance," p. 176 
ERJC * 2. 





VITAL 

PRODUCTION CENTER 

Functions ; 

• Collects General Info2^tion 

• Writes HEJi/scripts 
e Microfilm Scripts 
0 Produce Duplicards 

• Disseminates to Satellites 

• Provides In-service for 
Satellites 

Equipment : 

• Processor Camera 

• Card Copier 

• Key Punch Equipment 




Satellite = Intermediate Service ^.nd Information Collection center. Collect 
local information and send to Center for inclusion in its VTTAL 
deck. No microfilm eguipment necessary. 



User 



Schools and/or agencies hctving microfilm readers and/or reader- 
printers. 

Dissemination of 7ITAL decks and provide in-service training to 
users. 



Feedback from users concerning implementation of the system, in- 
service needs, quality control of microfilm documents , additions 
needed in occupational coverage r and infornation input if available. 

Flow of feedback from users and the local infonoation from Satellite 
for inclusion with general information collected by Production Center 
to form VIEW deck unique to their locale. Return of microfilmed 
decks to Satellites. 



Figure 1 . VITAL Career Information Center with 
^ Satellites 
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occupations the amount and type of education and training 
needed to enter the occupation have changed. The composite of 
these change factor:^ necessitates a systematic approach to 
maintaining current occupational and educational information. 
Such a system would make available to those confronted with a 
career decision the best information on which to make career 
choices as part of the career guidance and education process. 

In .Tiaking a career decision students must be informed about 
a variety of aspects of the world of work. They need to know 
which occupations have an oversupply of workers as well as those 
where shortages exist. They need to be aware of the various 
types of nsw occupations being created by a technological^ 
society and those where a .need no longer exists. 

Providing students with career information that is current* 
accurate, and readily understpod has been the goal of vocational 
guidance specialists for many years. In many school systems 
the provision of appropriate career information materials is \ 
more a goal than a reality. Available materials come from 
diverse sources in varying formats and usually lacking specifi- 
city to the local situation. Vuch of this occupational literature 
aif^o is out-of-date because of the inescapable time lag inherent 
in conventional production and dissemination procedures. r.:any 
current materials, having been prepared for recruitment purposes, 
cannot always be relied on for the objectivity desired when 
students must make choices using factual inf cremation ^ The most 
important aspect of career choice is to know/local and regional 

opportunities and requirements for employment 

See Table 10, o. 168 „ 
Sec chart jXI ''Need for Career Information, Guidance and Education, 
p- 172 . • 

if 

ERLC -^-^ 



A related problem arises from difficulties in filing and 
retrieving occupational information. Although numerous procedures 
have been employed, a majority of the students make limited use 
of the information contained in typical occupational files. 
Abundant evidence exists to substantiate these and related 
weaknesses of current programs providing occupational information 
to students, Q3% of whom in Louisiana will not complete college • ' 

In 1965, San Diego County (California) initiated the first 
VITAL-"like" program, vihich was designed to alleviate many of 
the criticisms about occupational information. VITAL — an 
acronym meaning ''Vocational Information Techniques Applied 
Locally'*--is a system designed to collect, abstract, synthesize, 
produce, store and disseminate career information in Louisiana schools 
This system, which utilizes the microfilm aperture cards as 
the mode of presentation, has met with rapid, widespread 
acceptance. School systems in more than thirty-three states 
have initiated a microfilm occupational information system and 
other states have such plans. 
III. ADVANTAGES OF WICROFIB'^ APERTURE CARD 



The advantages of utilizing the microfilm aperture card as 
a delivery system ^for disseminating career information include: 
(1) economy, (2) compactness, (3) versatility,/ (^) ease of 
updating. (5) fast and accurate filing and reprieving, and 



(6) computer adaptability. 



A. Economy . A single microfilm aperture can contain up to 

nine pages of career information capable of being viewed 
repeatedly by numerous users. Thus, it makes possible a 



wide dissemination v/ithout the use of a printing press with 
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its inherent high costs of paper and processing. Microfilm 
can be processed and disseminated at a fraction of the cost 
of printed materials/" 

B. Compactness . Up to nine 8^" x 11" sheets of paper can be 
replaced by one 3" x aperture card. Consequently, one 
small filing cabinet car. contain information that, if in 
paper form, would require extensive storage facilities."" 

C. Versatility . The use of microfilm permits the dissemination 
of information via a viewing screen. If the user wishes, a 
paper copy froir: a reader-printer for personal use may be 
obtained with the microfilm copy being retained in th^ file 
for other users The data is adaptable to microfiche, reel 
and cartridge tape. 

u. Updating . The distribution capability of microfilm eliminates 
the need for reprinting thousands of copies for each change 
needed to update the information. In most cases, the 
original document can be microfilmed with only the new 
information being retyped. This is usually done annually 
or as needed. 

i£. Filing and retrieving. The key punch capability of the 

microfilm aperture card allows for the automated filing and 

retrieving of information through the use of data processing 

equipment. In addition to job title, other data can be key 

punched into the aperture card. This keypunched data, 

either singularly or in various combinations, can then be 

used as selection factors fn retrieving cards from the system. 

•:c-ooe Appendix, pp. 103-ii, ^'Pormat of Microfilm Vlewscript^' 
•5H:-See Appendix, p. 102, "Aperture Card Layout" 
>HHC-See Appendl:?^ pp. 105-107, "Microfilm Aperture Card Data for Keypunch" 
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F. Computer adaptability > A computerized system, with its \ 

more extensive capability and speed for data storage, 

retrieval, and analysis, may be interfaced with the 

microfilm aperture card approach, thus adding value and new 

dimensions to both systems • A microfilm aperture card 

I 

which combines theoise of microfilm with a data processing 
input document can reap the benefits of both systems. A 
\ computerized "student data base" can facilitate the career 

' search by using student data to ^ort out and list suitable 
^ occupations for investigation. See "Student Ihfonnatiai Fbm/'pp.l6i-l^^ 

IV\^ DEVELOPMENT — The steps in development of the VITAL Career 
Jnformation Center were: 
A. IMPLEMENTATION 

1. The need for current, valid, easy to read occupational 
information in the schools was determined as the result 
of meetings and workshops with counselors and others in 
the school system and assessing the expressed interests 
and needs of students by the originators of the program. 

2. After application for funding of the project had been 
approved, the Center was established by a directorate. 
A direptor-resource writer was hired by them, and the 
equipment purchased for operating the Center, which 
was housed in the Louisiana State Department of 
Education, Guidance Bureau. Participating schools were 
also provided equipment and supplies. (Pig* 3^ PP» 79, 186) 

3. The objectives for the Center were set up and approved 
as stated below. Plans, procedures and schedules were 
establislied to meet these objectives. (Pig* P* 80, I86) 

Objectives 

To provide current, reliable, local and regional career 
information for use in schools by students, teachers, 
counselors and others* 

To disseminate career information on a large scale 
using modern technology. 

To furnish materials for more effective career guidance 
services. 

^ 7 lo 
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6. 

7. 
8. 

9. 



To provide for feedback concerning career-oriented 
students by a follow-up system for use in effectively 
influencing the career development of other students^ 

^To improve effectiveness of counselor as a facilitator 
of career guidance and education in the school through 
interaction with faculty, students, and otherSo 

To develop lines of communication with counselors, 
fa^culty, and the community so that they will be involved 
in^^the ongoing career guidance, training, development 
and^ placement of students in occupations leading to 
careerSc 



To develop data to be furnished educational institutions 
on new advances and techniques in vocational-technical 
fields from which new programs and curricula may be. 
developedc 



To establish a foundation upon which a, stateWide program 
of occupational information can be evolved byXextension 
of the services af the Center, \ ' 

The literature' was researched and a study was made to 

acquire pertinent general occupational information 

from all available sources. ( See Bibliography, pp. 180-203) 

Recommendations for the program and data were obtained 
on more specific types of occupational information 
available from other VITAL- "like" centers, labor, trade, 
commercial, vocational, educational, employment, 
technical and professional associations and organizations. 

A ?tudy was^made of the type information needed by the 
target population of non-college bound students, their 
average reading level, and skill-training types. The 
present and future manpower demands and needs of employers, 
and entry-level job opportunities in the regional labor 
market were estimated from available manpower, labor market 
and census data. A list of entry occupations to be 
covered by the VITAL Vi^ewscripts was made. A determination 
was made as to the types and number of employers from 
whom local occupational! information on entry jobs was 
needed. (See Tables lABia, 3, ky PP • 8I-8I1 and Figures 2AB, 
pp. lOABj and Figure- Ij., to. 80 in Appendix) 
A representative sample lj)f business, industrial, and 
governmental establishments were selected for surveying. 
(Tables 3, if, 5. 6, pp. 83-86) 

Two "Occupational Information Survev Forms'' (Forms 1, 2, 
pp. 9O-96) were developed and approved by consultant.^ 
and advisors. 

A publicity campaign was engageds in to stimulate the 
securing of localized occupational information from 
employers in the region. Promotion talks were made 
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before employeri educatOi. , counselor, and civic 
organizations and gi^oups Appearances were made on 
radio and T.V. programs' and spot announcements used 
by the stations. Newspaper publicity was also secured. 

(Pig- 3,. pp. 97-98) . ^ 
10. Occupational Information Survey Forms, with a cover 

letter explaining the VITAL program, were mailed to the 
employers to secure the following types of data: 
(Forms 1 & 2, pp. 90-96) 

a. Information on the establishment 

b. Entry-level occupations in which an individual 
could develop a career, including 



1. 
2. 

5. 
6. 

7. 
8^ 

9- 

10. 

11. 
12. 

13. 



job titles 
short descriptions 
employment statistics 
manpower demand 

education acceptable or preferred 
training needed before the job 
training given on the job 
special skills needed 
minimum age 
sex 

experience 

other requirements 

advancement and promotional opportunities 



1^. ) pay and benefits 

11. Follow-up of the surveys was made by personal interviews, 
telephone calls, and contacts from persons assisting the 
Center, such as school counselors, members of Kiwanis, 
Key, and Rotary Clubs. (Form 3, pp. 99-101) 



12. Data obtained from the survey was posted, tabulated ^ 
analyzed, summarized, and a file built on each occupation. 

(See Figure PA. Production Flowchart for^ Viewscripts", pJ.0A;p*10^ 
Figure 2B. Chart Showing Occupational' Demand, Supply, Resources) 

13. The survey data was combined with other existing 
occupational information acquired and that developed by 
the Center. This was synthesized into a form to be 
placed in a standardized format for microfilming and 
placing on the aperture cards. (Form ii. Format, p. I03 

PRODUCTION 

1. VITAL Viewscripts — The VITAL Viewscript includes the 

following kinds of information: (See Fig. 6 and Format, pp, 102-3) 

a. What You Do in This Job (Job Description) 

b. Where You Work (Work Location, Environment, and 
Conditions) 

/ 

c When You Work (Hours and Days of Work) 



d. What This Work Will Pay You (Earnings) 

9 
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e. Other Benefits You Have to Help You on This Job 
(Fringe Benefits) 

f . What Future You Have in the Job {Prospects for 
Employment and Opportunities for Advancement) 

g. What You Should Be Like to Do This Job (Personal 
Traits, Temperaments, Interests, Goals) (See pp. 137-l50) 

h. '/That You Need to Know and Be Able to Do (Aptitudes, 
Knowledge, Skills, Physical Abilities) (See pp. 137-9, 15k-9) 

i. How School Will Help You Get Ready for This Work 
(Preparation and Training Needed) 

j. V/here You Can Learn How to Do This Job (Special 
Type Courses, Training, Educational Institutions 
or Provisions Available) 

k. Things You Need To Do Before You Look for This Job 
(Social Security Card, Union, Apprenticeship, 
Physical Exani, Birth Record, School Record, 
Certificate, License, Diploma, Application 
Interview, Special Tests, and Other Requirements You 
Need to Meet Before Seeking the Job) 

1. Where to Find- This Work Around Here (Employers, j 
Employment Agencies, Youth Opportunity Centers, I 
Vocational Rehabilitation Center, Newspaper 
Classified Ads, Friends, Relatives, Counselors, 
Unions. Special Youth Service Organizations, and 
Agencies You Need to Get in Touch With for 
Employment) 

m. V/here Else You Can Find Out 'r/iore About This Kind 
of Work (Publications, Resource rv.aterials, and 
Persons that Will Give You More Information About 
the Occupation) 

n. ether Kinds of '.'fork Almost Like This ( Dictionary 

of Occupational Titles Job Titles, and Code Numbers 
of Related Occupations) 

2. '/iicrofilm' Aperture Cards (Data processing is done by 

hand until computer processing is available) (Fig. 7, p. 10?) 

a. A draft of the Viewscript is typed and edited by 
consultants and staff, and reviewed for corrections 
and approval. 

b. The .final draft is typed and proofread. 
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c. The microfilm script is photographed, developed, 
and printed and mounted on a master Card in the 
Pi:ocessor-Camera. 

d. A quality check is made on the ^^aster Cardo 

e. The Master is labelled and"use record" stamped on back<, 

f. The Master is key-punched with coded data which is 
on the . Viewscriptc 

g. Th€i necessary number of copies of the master are 
reproduced on the Uniprinter* 

h. The copies are key-punched v/ith selected data on 
the Master and the master stored (Table 1 9 pp. 105-106 )o 

i. The cards for all Yiewsnriots ^re collated into 
decks '(See Table 8a, p. IO8, and Table 8B, p. 109). 

j. The cards are disseminated to the coordinators in 
participating schools and organizations The cards 
are listed alphabetically with D.O.T. code numbers. 

k. Surplus copies are stored until needed. 

The information on the cards was reviewed by ^ 
students, counselors, teachers, and authorities on the 
occupations covered, prior to a try-out in thp schools. 

The initial deck of cards v/as distributed to the 
counselor-coordinators for participating schools during 
a meeting in which the procedures for use of the cards 
and equipment were demonstrated. 

5. hackets of new and up-dated cards have been distributed 
as sufficient quantity are produced to mail as a set. 

6. i-ertinent information is ar>^anged for keypunching on 
the aperture card /and includes the job title and code^ 
number as classified in the Dictionary o-f Occupational 
Titles number (DOT) consisting of nine digits that 
^llow a complete-breakdown, which provides single unique 
job listings. Space is provided for the nine .aptitudes 
that are^ measured by .the General Aptitude Test Battery 
(GATE) In this space the Occupational Aptitude Pattern 
(CAP) is to be keypunched and labeled with the amount 
and types of aptitudes needed. Other less essential 
aptitudes are also labeled. The OAP includes those 
aptitudes that the GATE research has identified as 

•'^'See Table 9, pp. 1,10a and b, and 111a and b 
•'H'-See Form 18d, p. 13^a 12 
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being most compatible to the needs of the individual in 
relation to job success. The recorded date of issue is 
the key to insure updating annually or as needed, 
ether space is provided on the card for keypunching 
additional infornfiation . A space is provided on the back 
for students to sign and date after each use. This can 
serve as "use record" for assessment purposes. (See 
Appendix, Pig.. 6, p. 102, Table 7, pp. 105-106) 

C. EVA LU AT I Or; 

A try-out of the cards was conducted for further evaluation , 
and ratings were made on about ^000 forms by students, 
counselors and teachers. The results of the try-out indi- 
cated that out of a total value of all ratings on a ^pcdrt scale, 8^.5^ 
ind|icated the information as being of "much help" or ''very 
much help" as presented in the Viewscripts. In addition, 
the raters preferred the longer seven to nine page descrip- 
tions over the shorter four or fivo page descriptions. 

s^ven though both forms were written on a low reading level, 

at about the sixth grade, it seems the shorter forms have 

an advantage for students in grades below the secondary 

level, who are exploring occupations. Therefore, Viewscripts 

have also been developed in the shorter form for appropriate 

occupations, which can be used at the junior high school 

level. Viewscripts can be supplemented with audio-visual^ 

aids, such as cassette tapes of the occupational information, 

slides, film strips, films, transoarencies , and rel?)ted 

media. (See "Form 27 for Rating of Unit Activities by Student," p. 160) 

Follow-up is being made in v/orkshops and training sessions 
with counselors and others using information from the VITAL 
Career Information Center, hHIC, and on career education, 
curriculum, guidance, and the development of .school career 
centers. (Forms 29, 30, 31, PP • 165, 166)'''' 

revaluation of VITAL-"like" Programs 

The goal of any VITALr-"like" program is to enhance the career 
decision process. Although the detailed objectives of^ 
individual VITAL programs differ to some extent depending 
upon their local needs, most programs .are committed to 
the following objectives: 

To produce current, accurate, realistic, understandable 
occupational information *^ 

To localize this* information for a specific area, 
region or state 

To make this information readily accessible to students 

sufficient evidence exists on the reactions of students and 
staff members participating In VITAL-"like" programs to 
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\ clearly demonstrate that the VITAL system is a viable 

method for providing career information, as indicated by 
the following documented findings 

Student reaction to use of VITAL - "like" materials 

Students, when asked to compare Viewscripts to 
occupational information they had used propitiously, rate VITAL 
^te^^'i^ more helpful^ vmderstandable, realistic, 
' interesting, complete, and current. 

Students generally tend to discuss information 
obtained through the VlTAL-'^'like" system with their 
""^""■^ ^ parents. 

Fifty percent of VITAL-"like" users have never used 
occupational information in the past. 

Over eighty-two percent of Viewscript users indicsibe 
C' they will use the -system -again. 

Seventy-six percent of the student body tend to use 
ViewscfrT|)t s one to four times a year and, of these, 
sixty-fone percent found them helpful or very helpful. 

Fifty percent of Viewscript users, one year after 
leaving high school, indicate they used Viewscripts 
in arriving at a choice of a job. 

Fifty-five percent of the students using Viewscripts 
make an effort to obtain more in^omation about a 
specific occupation. 

Educators ' reactions to VITAL- " like " programs 

The introduction of VITAL materials in a school/career 
increases the use of other *'>ypes of career 
' information. 

The introduction of VITAL-"like" programs xn a school 
increases the participation and interest of the total 
school staff in career guidance and education. 

The introduction of Viewscripts in a school increases 
the effectiveness of the career guidance and education program 

Eighty- fchree percent of teachers use Viev/scripts in 
classroom activities. 

Seventy-five percent of educators feel Viev/script 
is better than other information currently in use. 



-x-See Bibliography, p. iB? and VIEW, p. 203 
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EXTENSION- -The Center continues to build on the foundation 

it has laid and profit from its experience to provide improved 

services . 



1. Expansion ^ The coverage of additional occupations will 
be expanded as the VITAL services are extended . into 
other regions of the State, as the need arises and^ 
demand is indicated. The types and number of occupations 
covered depend upon the occupational information needed 
by the target population, skill training, and entry- 
level job opportunities for careers in the regions being 
served. The determining of the occupations for which 
Viewscripts are prepared depends upon data ' obtained 

from the regions' and other sources, as well as the funds, 
staff and schedule of the VITAL Career Information Center* 

2. An Advisory Committee consisting of representatives 
and leaders from business, industry, labor, government, 
education, civic, and service organizations assists the 
VITAL Career Information Center in securing community 
cooperation in meeting its objectives. (Fig. 8, p. 112 ) 

a. The involvement of ' key community leaders is essential 
to the success of the program <> 

b. The Advisory Committee is a valuable source of 
information for obtaining occupational data, resource 
persons, and materials for use by the schools* 

c. The Committee also provides feedback from employers 
on their needs and views in regard to the VITAL 
program and career education program in the schools^ 

d. 3y the Advisory Committee reflecting a wide range 
of occupational classif icationsand levels in the 
region, it assures a breadth and depth coverage of 
career opportunities. 

e. Being a working committee, its members reflect the 
day-to-day practical involvement in the world of work 
which caxi be communicated to studf^nts through the 
VITAL Viewscripts and by othe^r means stated in 
Career Resources Information Directo ry 

f. The Advisory Committee is an effective medium for 
conducting occupational information and career 
resource information surveys 

g. ^The Committee can spearhead such undertakings by 

recommending contact people from whom to gain a 
representative sample of information, and in securing 
their support for completion of the survey forms . 

h. The Handbook Section on ^^Sources of Occupaticnallnfcnnatibn and 
Techniques for Interviewing Resource Persons" (pp. 35^52) 
provides m^re Information on uses of Advisory Committee 
members as resource persons. 

15 • 
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3. The Career Recources Information Directory lists 
appropria^b individuals v^ho could assist the school 
by providing talks, interviews, on-site visitations, 
observation of workers, and materials on careers. 

a* The VITAL Career Information Center, with advice 
from the Advisory Committee 5 has developed forms 
and guides conducting surveys to obtain 
* information for the Directory frori employers, parents, 
teachers, students and others* (?orms 5-17, pp .113-13[|.) 

b. The standardization of this material helps assure 
suitable coverage of the information needed, the 
collecting,* processing, tabulating, reproducing 
and distribution of the Directory to school 
coordinators, and their .use of. it in the career 
education and guidance programs. 

c. The Handbook Section ''Use of Resource Persons in 
the Career Information Programs" can be consulted 
for more information on utilization of the Career 
Resources Information Directory. (See pp. 36-66) 

Coordination of the use -^f occupational and career 
re source information by students and teachers is an 
essential part of the career guidance and education 
program. (Also see pp. 22-3k) 

a. The school coordinator can use career information 
and guidance instruments to establish a student 
information data base. (Also see pp. 136-l6iL) 
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b. The student data is compared with requirements for- 
occupations listed on the data-process microfilm 
aperture cards containing; the Viewscripts. This 
assists students in selecting the various occupations 

they may wish to investigate for careers. (See pp. 102-10?) 

c. The data accumulated on the student from self- 
assessment forma, cumulative records, questionnaires, 
and standardized test records can be processed in 

a way so that it ^^fi^l be compatible with the type 
of data on the Viewscript aperture cards. / This 
permits the sorting out of those occupations that ' 
students would most profitably explore. (See pp. I6I-I63) 

d. A list of those occupations sorted by the computer 
cap be printed out with their Dictionary of 
Occupational Titles code numbers. This process 

can be used to expedite the career guidance process, 
and assist in relating the career education program 
to the personal interests and abilities of the 
student. (See pp. 108-111, and ''How to Read Job 
Bank Data," p- IO5) 
16 
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^. Self -evaluation forms have been deverop^e<LJbj^he VITAL 
Center for ratings by students of their inter^^a^u^^ 
personality traits, mental abilities, achievement in"^--^^ 
school subjects, physical abilities, and abilities to 
work in various environmental and working ^conditions. 
Another prepared form allows the student to assess 
himself in relation to the occupational requirements 
on the Viewscript microfilm aperture c^rd. (Form l8, pp.136- 



a. These are means of stimulating the student to seek 
more information about himself in the career 
development process. Such data may be obtained 
from the self-evaluation forms, mid instruments 
administered by the guidance office, as well as 
that obtained in a career guidance class or 
through activities within the career education 
curriculum. (See Forms 19-2i|. , pp. Iijl-l53) 

b. Thus, the initiative and decision for acquiring 
such information .and requesting assistance from 
the counselor rests with the student. 



6. Computerized data processing procedures have been 
recommended by the VITAL Career Information Center 
for tabulating information on the Viewscript s. Career 
Resources Information Directory , and Student Self- 
Evaluation Forms. Coding svstems have been suggested 
for this purpose. (Table 7, pp. lO^A Pig- l7, p. 107, Form 
28, pp. 161-163) 

7 . Materials for use in Cooperative Career Education 
have been developed by the Center for the State 
Department of Education and various parishes. The 
Center has furnished them materials for use in the 
cooperative career education program and models. 
Materials were prepared for: 

a. The career education curriculum guides 
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b. Career guidance guidelines 

c. Forms to evaluate career education publications 
and audio-visual aids 

d. Summaries of related materials in the ERIC system 
Research in Education directories and on microfiche'"'" 

3. Follow - up foms have been prepared for ^e in the 

ollow-up" of recent school leavers and graduates. 
These are of assistance in the in-service training j 
of counselors and clerical personnel in the distribution, 
posting, compiling and summarizing of the "follow-up" 
study. Procedures have been established for summarizing 
and evaluating follow-up data in statistical and 
narrative form. A continuous "follow-up" of students 
is essential to the evaluation and improvement of the 
career education and guidance programs. 

-iJ-Microfiche available from Director, Research Coordinating Unit 
of the Vocational Education Bureau, State Department of Education 
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9. Cotnmunity support has resulted from cooperation with 
committees, organizations and agencies in activities 
related to the VITAL program, such as business, 
industrial, labor, and civic associations; State 
Department of Employment Security and Employment Service, 
Louisiana Educational Association; Louisiana Teachers 
Association, Louisiana Personnel and Guidance Associ- 
ation, Louisiana Vocational Guidance Association, 
Louisiana Counselors Association, Louisiana Employment 
Counselors Association, Louisiana Association of 
Counselor Educators as well as the American Personnel 
and Guidance Association, National Vocational Guidance 
Association affiliates, and the National Conference 
of Career Education Centers • The Director represents 
the Center at meetings and participates in projects 
of those- groups related to VITAL, (Also see pp- 27-29, l82) 

10. Plans for expansion^ -The VITAL Center has the basic data, 
background^ experience, lequipment arid ' facilities to, prepare 
occupaticnal information for all regions of the State, 

if ^adequately funded and staffed. The expansion of 
this program is the most ecoiaomical method of ^^making 
the Center^s services available statewide. The Center 
can assist the regional parish coordinators in estabr 
lishing committees, obtaining standardized forms ^ 
setting-up training programs to secure and use the 
occupational and career guidance information needed, 

11. The Center continues to work^with other State departments, 
sections, and agencies to maintain up-to-date local 
information through the standai^dizing and coordinating 

of manpower studies and career information gathering 
techniques for use in its program and Viewscripts, 

12. Continued De v e 1 opment - - The VITAL Career Information 
Center continually keieps informed of the latest informa- 
tion to improve the materials prepared to meet its 
objectives and to provide the services which it was 
established to render. '(See Table 10, pp. I68-I69) 

The Center primarily serves these groups: 

Students, Parents, Teachers, Counselors, Librarians, 
Administrators, Employers 

By Furnishing the Following Services: 

Schools-- 

— Up-to-date, easy to use local occupational 
information 

— Reader-Printers for reading and printing out 
copies of microfilmed data 
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Jtudents — 

'A wide range of reliable, current, pertinent local, 
/ regional and national occupational information for 
vocational guidance 

Educational requirements and training opportunities 
for jobs 

Easily readable vocational orientation data for 
disadvantaged, dropout and handicapped 

Economical print-outs of data selected from micro- 
film aperture card for further exploration and 
discussion with parents, counselors and teachers 

Method of relating students' interests, abilities, 
aptitudes, and aspirations realistically to jobs 

Parents — 

Opportunity to participate in children's vocational 
guidance by having access to print-outs of realistic 
occupational information 

School Personnel-- 

Means of keeping up with job requirements, markets, 
pay scales 

Way to have at fingertips a wide variety of infor- 
mation on world qf work 

Equipment to encourage students' vocational guidance 

Sources of publications and materials on occupations 

Names of persons to contact in business, industry 
and government for further information on jobs and 
field trip arrangements 

Methods and materials for including vocational 
guidance in curriculum planning, development, and 
instruction 

Values are Rendered: 

Increases availability of relevant, reliable, read- 
able local occupational information 

Br'-.a^ens knowJ edge of "world of work" 

Allow J exploration of many occupations 
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Makes education more realistic and related to 
career choices 

• 

Aids in career planning and development to 
fullest potential 

Informs of "education for work" opportunities 
available--part-time work, vocational education, 
school-v;ork programs, apprenticeships 

Gives opportionity to relate aptitudes, abilities, 
interests and aspirations realistically to job 
requirements 

Provides better preparation to become successful 
worker, and greater contributor to family and 
community 

Stimulates self -under standing, creative thinlcing, 
decision making, goal setting and achieving 

Encourages vocational orientation and productivity 
of the disadvantaged, potential dropouts, and 
handicapped 

Stimulates more use of vocational guidance and 
counseling services 

Expands the fields of study chosen by students 

Increases enrollment and number of offerings 
in business, vocational and technical courses 

Promotes motivation for more diligent application 
to education programs — tending to increase 
grades and decrease drop-out rate 

Better prepares students for entry in labor 
market on realistic basis 

Offers employers better qualified and occupationally 
oriented job applicants 

Provides more applicants w'^h potential for 
success and satisfaction on job 

Tends to reduce employee dissatisfaction and 
tumover--improving stability and productivity 
of work force 

."Stimulates better student- teacher- counselor- 
parent relations--helping "bridge the gap" 

Allows students a smoother change over from 
school work to employment 
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- Helps coordinate work of educators with employ- 
ment counselors, personnel, and resource people 
in the community 



Establishes a means of encouraging and following- 
up the career development and progress of an 
individual throughout his work life 

— Provides a centrally located clearing house for 
local, regional, state, and national occupational 
and career development information 

Brings together more effectively the services 
of all organizations and establishments which 
affect the edtication, guidance, and employment 
of individuals 

The materials and services of this program are 
available to other public, private, and parochial 
school systems as fxxnds and personnel are provided. 
The Center has facilities for duplicating aperture 
cards in large quantities, which is limited only by 
the amo\int of staff and fvinds available. 



/ 
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COOaDINATlNa UTILIZATICII OF TR:- VITAL CAREER INFORMjVriON CENTER SERVICES IN SCHOOLS 

The most important step in the total VITAL program is its effective 
utilization. Without effective utilization all of the activities and costs 
preceding it are meaningless. Proper use of the VITAL system incorporates 
the participation of counselors, teachers, and students.-"- 

PROCEDURES 

VITAL is primarily an information system and as such it represents but 
one element of a total career guidance program. To be successful, it must be 
integrated into the existing guidance program and the school curriculum. 
When integrated, counselors and teachers will be better able to help students 
in planning course selection related to career aspirations. The relating of 
academic program to individual interest should result in better student moti- 
vation and progress.^ 

Teachers will findVITALan excellent resource when building instructional 
units in most subject areas. Use of VITAL wi II enable the teacher to make 
subject matter more meaningful and effective because it relates classroom 
learning and experience to the world of work and to the things that hold 
student interest. 

The VITALprogram provides teachers and counselors with: 

• A wide variety of information about jobs that might be 

interesting and attractive to young people in a given locale or region. 

• An occupational information dissemination system which 
enables them to keep up-to-date regarding the. world of 
work. 

• An nbundanco of occupational information in an (%j«;Lly 
accessible Torm. 

• A tool which can be used to motivate students to begin 
career planning. 



•sc-See Appendix, pp .-IT^-lSIi., "Guide for Career Guidance" 
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INITIATING VITAL IN THK SCHOOLS 



VITAL can be introduced to both the staff and students in a variety of ^ 
ways. It is important, as soon as possible, to make the potential users 
aware of VITAL and its content. 

Several activities can be planned by school utilization coordinators 
and the career information specialist from the production center. Some 
examples are: ? 

• Call a meeting of the guidance staff to explain the VITAL 
program. 

• Me'et with all school department or subject matter heads _,to explain the use 
of VITAL in general and, in particular, its valvie and re- 
lationship to each subject matter area. 

• Use available supplementary materials from the production 
center (e.g., posters) to advertise the availability of 
VITAL. Develop similar materials at the school level. 

• Advertise the availability pf VITALin the school newspaper. 

• Arrange for a school assembly or individual visits t-o clasjs- 

rooms (e.g., all English or social studies^ classe3 ) to explain the use of VITAL 
to students. 

• Arrange for aVITAL bulletin board display in the libary and 
in each classroorn if jxjssible. Clansroom displays should 
emphasize the subject areas for which the classroom is used. 



• Arrange to prer>cnt the VITAL program at a PTA meeting. 
Pctrental involvement in the use* of career information 
is a necessary ingredient in a sound career choicfs. 

• Demonstrate reader and/or reader-printer equipment and 
explain how to usoHTALmost effectively to students 
and staff. 

• Encourage students to verify their vocational plans with 
parents, teachers, and counselors. 

• Conduct a VITAL public relations progra-m including talks 
before service clubs, parent organizations, various media 
groups, professional organizations and advisory committees. 



ERLC 



23 



Functions of the utilization coordinator include the following, some of 
which should be carried out in cooperation with the guidance director or other 
school staff members: 

• Work with teachers in preparing curriculum materials to use 
VITALas an integral part of special classes in the study of 
occupations. 

* 

• Work with teachers in prepari'^T curriculum materiajj to use 
VlTALin regular classes as a means of relating academics to 
work. 

• Conduct, or coordinate, supervised visits to industries 
offering occupations such as those covered by VITAL. 

• Organize VITALmaterials to meet the needs of special groups • 
(E.g. All VIEWscripts relating to building trades for use 
in Building Trades Course.) 

• Organize VITAL according to interest survey scales, career 
clusters, industrial classifications, etc. 

• Train clerical personnel to assist students in locating and 
using all career materia] s» 

• Establish a faculty-student career-guidance committee to 
encourage input from all school segments in establishing and 
maintaining a responsive vocational guidance program. 

• Schedule community speakers and Consultants for discussion 
with teachers and students. 

• Maintain a listing of part-time and summer work related to 
VIEWscripts. 

• Inform teachers and students, of pertinent vocational films, 
filmstrips, and other audiovisual aids available for their 
use. 

• Involve other guidance and counseling agencies in the career 
guidance efforts of your school (e.g.. State Employment 
Service) . 

• Conduct, or coordinate, supervised visits to institutions 
offering training progrcuns in various occupational fields. 

• Prepare bulletin board displays about VITAL. 

• Explain thr use of various VITAL indexes and other related 
occupational materials. 

• Parental and community interaction 

3u 




METHODS AiiD TECHNIQUuS UHICH CAN BE UTILIZED 
IN' MAKING OCCUPATIONAL INFORMATION AVAILABLE TO STUDENTS 



1. 



Through special classes in occupations. 



2. 



Through such courses as personality development which include special 
units on occupations. 



3. Through regular! curriculun>--£ngl ish, social studies, industrial 
education, f-bme economics can be particularly helpful in presenting 
opportunities to young people. Occupations can be studied through thomes, 
special v;riting assignments, autobiographies, term papers, and other 

reports. 

4. Assembly programs. 

5. Charts prepared by teachers of various subject matter fields portraying 
occupational opportunities in their field, 

6. Home roan programs devoting time to the discussion of vocations and 
career problems. 

?• Encouraging independent reading of biographies of great men who have 
been successful in' various vocational fields and providing lists of 
books and novels which have a vocational emphasis. Teachers in the 
various subject matter fields could be efncouraged to compile such lists. 

8. The organization of a vocational club , to discuss various occupations 
and other projects. 

9. Preparing news stories for the school paper. Both students and teachers 
can be enlisted for this project. 

10. Encouraging teachers in the various subject matter fields to devote 
time to the discussion of fheir vocational field they are considering. 

11. Encouraging the student to seek his ov/n information through correspondence 
with people successful in the field he is considering^ 

12. Helping students becanc familiar with the various professional services such 
as SRA, Bellrian 'Vocational Services, Careers Inc., Doubleday Mul ti-fledia , 
and Chronicle Guidance Publications, ^ind the services they have to display* 

13. Library displays. 

14. Making provisions for students to attend conferences which have a vocational 
theine. 

15. Scheduling discussion groups to discuss various vocational problems of 
interest to young peoDle. 
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16. Making use of hobby clubs to encourage young people to try out various 
skills which may lead to a vocational interest* 

17* Arrange for interested students to take tests, in addition to the 
regular school testing program, which may give them more information 
about what interests, skills, abilities and personality characteristics 
they possess* 

18. Supervised visits to various industries so students will have an 
opportunity to observe workers at work on various jobs. When possible, 
make arrangements for students to talk with men and v/omen who work in 
their particular interest field. 

19. Supervised visits to institutions offering training programs in various 
job fields. 

20. Assigned reading in various trade and professional journals. ^ 

21. Supervised part-time and summer v/ork experiences to acquire skills 

and first-hand infomation about v/orking conditions, training experience, 
and job "try-out." 

22. Arranging for discussions, conference and panel discussions of health, 
social and personality characteristics required by various jobs. 

23. Arranging extracurricular activity programs to assimilate actual job 
conditions. 

24. Providing posters, film strips, motion pictures, and other displays on 
a continuous basis throughout the school year to give students 
information about jobs and training opportunities available to them. 

25. Arrangement for a special emphasis bulletin board where students can 
go to get up-to-date information concerning the world of work. This 

• bulletin board should be centrally located and changed at least once 
each week. 

26. Charts, graphs, and posters are valuable visual ajds for the counselor 
to use. 

27. Sponsored radio and television programs in v/hich both students and 
teachers can participate. In some instances counselors have regular 
programs. Parents can also bo used for such programs. 

28. A regular newsletter service for students and parents which emphasizes 
important vocational infonnation. 

29. The use of opaque and transparency projectors to present information 
in classes and to parent-teachex groups, 

30. "Go to College Programs" v/here representatives from various colleges are 
invited to give information about their colleges. 

31. Supervised visits to schools, business firms, and 
industrial institutions having training programs. 



26 



32. Supplying information in the form of catalogs and other literature about 
colleges, universities, v^oc^-teclu , proprietary, correspondence schools, the armed 
service -schools, apprenticeship programs and other training institutions. 

Such information should be in all school libraries and available for all 
students* 

33. Arrange for interviews with teachers and trainees in selected fields of work. 

34. Arrange "job analysis" assignments" in particular fields of v/ork. 

35. Encourage students to make job scrapbooks. 

36. Specialized assignments in various classes of the curriculum which 
assimilate various types of training and educational experiences. 

37. Special instruction and demonstrations in classes and group guidance 
programs on how to secure a job, including an objective analysis of 
abilities and limitations. ^ 

38...- Participation in vocational clinics and vocational forums emphasizing 
steps in choosing a job , preparing for the job chosen, breaking in 
on the job, and making progress on the job. 

39. Providing a program to keep the student continually infonried of 
career-jcb opportunities through school "current event" classes. 

40. Sponsor essay contests or public speaking classes with prizes v/hich 
have a career emohasis. 

41. Providing individual counseling. This is the heart of the information 
program as it is in other aspects of the guidance program. Also use groups* 

42. Acquaint all advisors and counselors with various government publications 
and their use, especially the Dictiona ry of O ccupational Titles . 

43. Keep up-to-date on all films, filmstrips, and instructional television 
presentations which v/ill supplement your school's occupational files. 

44. Utilize the Viewscript system as well as other occupational materials 1 
by making it available to teachers for use with their regular classroom / 
activities. 

45. Work closely with the local offices of the Department of Employment Security, Youth 
Op^ .rtunity Center, by usln^ Job Bank information and making appropriate referrals! 
to then and by utilizing the materials and resources available from them^' 

46. Keep current a list and description of all local occupational training 
opportunities available to students. 

47., Encourage students to avail themselves of any appropriate special 
activities designed to assist them in their career development 
(e.g., work experience, training programs)* 

48 Initiate a care ji guidance committee composed of counselors, 

teachers, and students to put into action as many of these suggestions 
as possible. 



^«^ee »'Hov to ^ead the Job Bar.k Data," p l^^ 
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49, Obtain through your chamber of coimnGrce and local union offices 
taped quickie commercials on jobs or apprentice training 
opportunit ies. These could be played during school announcement 
broadcasts^ 

50. Be, sure each classroom teacher has a Viewscrlpt poster to serve 
as the focal point for a career display in each subject matter 
classroom. Creating these bulletin boards could be a student 
project through the student government council or an art class. 
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student Research 

Students could research and develop an occupational cluster or they could 
make slides, films, and tapes and set up a career center in the library 
for other students ♦ 

Student Produced Career Films 

If you have a photograpli club or a television station in your school, ask 
them to produce a career film. They could interview individuals engaged 
in careers that they X70uld be interested in knowing more about or have 
them follow a worker for a day* These films, produced, written, and 
directed and shown in vour school will have far greater appeal because 
you are using local talent and local resources. This could also be done 
at the elementary or college le^^el. 

Student Involvement - Students have many new aiiu roireshing ideas and can 
be of valuable assistance when planning events for career activities.. ¥e do 
things to and for students but never with them. Student Council, National 
Honpr Society, Key Club^, the 4-H Club, and other student organizations 
should be involved in helping to plan school as well as community obser- 
vances. Materials prepared by the student can stimulate more interest in 
your community than those prepared by the professional as it will have a 
more personalized meaning for the community. 

Teacher Involvement - Teachers can conduct activities that are related to their 
subjeat matter areas, but we as professionals have an obligation to pro- 
vide this information to them. They can help plan assemblies and sponsor 
art as well as journalism contests. Teachers wxll be far more receptive 
to your program if they are involved in the early planning stages and feel 
that they have contributed to the program. 

State and Local Advisory Councils 

Many more' people have to become involved in career education if it is to 
have a major impact on the /\merican schools and on the general public. 
These people must be in the decision-making position, members of the state 
legislatures, meinbets of state departments of education, members of local 
schooj^Jioards, local labor organizations, and local school superintendents, 
ftwolve them in the planning of your activities and make them more aware 
" of what career education is all about. 

Library Displays 

Library displays, career displays in your local malls and shopping 
centers. Assembly programs in your schools. Tours of your local 
Industries and businesses. Parents* nights in your local schools. 

Retired Individual Involvement 

Involvement of the retired individual who has a wealth of experience and 
expertise to offer to the young; i.e.. Jobs of The Thirties— what they 
were like then, how they have changed, and how many have been abolished 
due to advanced technological changes. 
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ADVAMTAGSC OF THE VITAL PROGRAM IN; TjE UTILIZATION OF OCCUPATIONAL INFORMATION 
The VITAL program provides students with: 

• Readily accessible occupational information that is concise 
and easily understood. 

• The opportunity to obtain immediately a personal copy of 
information for subsequent discussion with counselors, 
teachers, parents, and peers. 



• Clues to other sources of career infortiiation. \ 

I 

• Information on how his school progreim relates to 
occupational choices. 

VITAL assists in the task of organizing, synthesizing, and disseminating 

quantities of occupational information and in keeping such informatior 

to-date and stored in a form and manner which makes it easy. to locate and 

use. 

Although the need has been identified, the solution does not rest with 
the VITAL system alone. Skillful and effective methods of utilization and 
implementation must be developed within the schools which adopt the materials. 

THREE UTILIZATION METHODS 

Typically, VITAL has been used by schools in one of three ways: 

• As a curriculiom-based system. 

• As a counselor -based system. 

• Unstructured utilization. 

The curriculam-based system involves the use of VITAL as an integral 
component of the total school curriculum. This approach necessitates a 
close working relationship between the guidance department and the teaching 
faculty of a school. Teachers and counselors work tpgether to incorporate 
the caieer education concept in all irricular areas of the school program 



A central source of occupational information that is 
localized to fit the area in which he lives. \ 
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by assimilating career guidance in the instructional process. VITAL, as a 
vital element of the career guidance program, adds relevancy and local sig- 
nificance to the instructional process. 

Career units are often developed as an' added activity in the curriculum-- 
based VITALutilization method. These can serve as a focal point of the career 
education approach used in the school curriculum. The curriculum-basea model, 
provides the most fertile ground for VITAL to grow as an effective tool to 
enhance the careur development of students. A coordinator for this method is needed. 

The counselor-based system is the most common use of the Vl TAL&ystein 
found in schools.'^ VITAL is here perceived as a tool of the guidance department, 
to enhance the career counseling and assistance given to students. Teachers 
are made aware of the VITAL program and are encouraged to refer students to 
the guidance department (and VITAl)'WbTO vocational concerns and/or activities 
occur in the classroom. Vocational guidance (including VITAIi) is perceived as 
a valuable outside resource for the instructional process. While the counselor- 
based method provides a setting by which career guidance and its information 
element can enhance the vocational knowledge and growth of students, this 
approach does tend to strengthen the erroneously held belief that "career" 
and "education" are separate entities that are merged at the end of the 
instructional program rather than at its beginning. 

The u nstructured approach to utilijjng VITAIi usually involves the use of 
the library as the location of the VITAL equipment and materials. The main 
strength in this approach is the fact that the VITAL materials are (library 
passes permitting) accessible on a casual basis to a greater number of 
students. This method also locates VITAL with the other information resources 
of the school. 

See Appendix, "Responsibilities for Facilitating Career 
Guidance, "pp. I78-I83 
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Although the ease in filing and rctrievin- inforpiation was one of the 
initial objectives of the VITAL program, the system wa^s considered much more 
than a r»ieans of locatin^^ and checkings out job briefs ♦ Ics isolation in the 
school library could relegate it to this function unless there is close 
n.onitoring by paraprof essional or trained student worker and coordination 
by counselor and librarian* 
UTILIZATION COORDINATOR> ^ 

rrobably the siri^le most important key to the developir.ent of a strong 

r 

school VITAL prOf^ram is the employment of a eood utilization coordinator to 

supervise the implementation of VITAL, coordinate its operation with that of 

other vocational guidance materials, and serve as the liaison person with 

the production center* In most schools the coordinator is a guidance counselor .-'C- 

i^ualif ications of the utilization coordinator should include the followin^^: 

1* A thorough knowledge of the VITAL system as well as other career 
education materials and testing instruments. 

1, A Ljastery of the structure and uses of the Dictionary of Occupational 
Titles (DOT). The DOT code provides linkage among most vocational 
materials. In-service pro-rars should provide emphasis 
developing an underslandin,^ of and a capability in using the DOT^s 
code, structure, and materials, particularly Volume II. 

3« A thorou^.h ltno\;leJ ,e of career development theories and their 

relationship to career guidance practices. The main need of 
the classrooi teachers, however, v;ill be to know how to incorporate 
the VITAL syster, into practice within their own ^Hibject areas and 
to acquaint students with VITAL. 

4. A working itnnwledge or basic far.lliarity with the operations of 

1 odern business and industry to allow the coordinator to carry out 
effectively the functions required of the assignn^ent. Interest 
in assistin^: youth to learn about occupational opportunities would 
be a basic requirement. 

5. The ability to describe the VITAL progran , in any settin; insi-iv. or 
outside the school, so that the school and commiunity may jointly 
encoura,;e students to i.^ake effective use of the service. 

o. Ability to work with oti ers and ^^'^^ leadership in coordinatin:; 
VITAL services in the total school program and curriculum, 

7. The ability to do teachin^^ and counseling,. 

i^ee Appendix^ pp. 178-180' ^Competencies Needed by Career Guidance 
^ Coordinator" under "Responsibilities for Facilitating Career 
Guidance^* PP- 178-183 32 /| ^ 



FACILITIES, EQUIPMENT, AND SUPPLIES NEEDED FOR UTILIZATION 

Facilities . It is possible to move the VITAL equipment into the class- 
room for special units. Such a practice encourages teacher involvement in 
the career guidance progreun of the school. However, unless ample equipment 
is availcible, such mobile use should be on a request basis since its use in 
a classroom may block the general student body from easy access to the VIEW 
information. 

More and motti schools are now initiating career resource rooms in which 
all available career information is centralized for the convenience of the 
students and staff. Such a room mcikes an ideal location for the VIEW reader 
or reader-printer and materials. Many schools which have initiated career 
resource rooms have hired paraprof essionals or career-aides to assist students 
in finding infonna\:ion and to perform the filing and scheduling for the 
counselor. \ 

Equipment . To uHlize the VITAL materials , schools will need either 
a microfilm aperture card reader or reader-printer. The reader-printer, in 
addition to allowing students to read the microfilm contents on a viewing 
screen, presents the user with the opportunity to print a full size (8 1/2" 
X 11") copy of the information availad^le in the microfilm (at a cost of 
from five to ten cents per page) . 

When possible, a reader-printer should be available for student uso. 
Due to the difference in costs, many schools have initiated their prtjgram.s 
with the microfilm reader and, when possible, a reader-printer was added to 
serve one, and in some casen, two schools. 
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Caution is advised in purcl asin , equipment for your school. Be sure 
the equipuent can be used for the VITAL microfiln; aperture cards and that 
the lens size of the equipnient correctly corresponds with the redu::tion ratio 
used by the VITAL production center. (For example, if the VITAL microfiln 
is a four-page format, a 14.88X lens is required and a 23X lens is needed 
for a nine-page format). This can also be used for microfiche and cartridge, 
Kicrofilr. readers, as pointed out earlier, cost from $150 to $300 and reader- 
printers range from $600 to $2000. 

Supplies and maintenance. Paper costs for the reader-printer range from 
5C to 10c a sheet, with 10^ being the most common price. Paper is ordered in 
rolls or reams (depending on your reader-printer) from the local sales office 
or franchise of the company making your reader-printer. 

Contact the microfilm equipment and supply dea? era listed in the 
Yellow Pages of the telephone book for further information. 
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SOURCES OF OCCUPATIONAL INFORMATION 

Original sources of occupational information* are quite obvious. 
They include the workers who do the job, the person who employs them, and 
^ the government agency which issues the license and/or regulates employ- 
tnent. All other sources of occupational information are intermediate 
sources which in some way, at some time, obtain their information from 
these original sources. 

Original, sources can be located in several ways: (1) by examining 
the classified telephone directory; (2) by consulting local offices of 
the state employment service or other placement agencies; (3) by con- 
sulting the local Chamber of Commerce, labor unions, rejsc^ffentative employers, 
professional and trade associations; (4) by asking teachers, students, 
friends and relatives; and (5) by consulting appropriate personnel in schools, 
colleges, and universities who are responsible for training and placing 

students directly into working situations. (See Appendix, p, l82, ^^Community 
Members" under "Responsibilities for Facilitating Career Guidance") 
There are a number of methods available for the collection of 

.original local information, including surveys, questionnaires, and roaction- 
naires. Practice has shown that of the many techniques available, the one- 
to-one interview is the most va]id and accurate method. Competence in 
intervieA»ing, however, is acquired only after careful and diligent study, 
. and practice. 

The use of resource persons from the business-industry-labor-government 
coim.iunity and those who have retired from positions in such establishments offer 
the greatest source of occupational information. Such resource persons can give 
firsthand information about career opportunities in the region through school 
presentations and arranging for on-site visitations, interviews, and observations 
of workers in various organizations. There are some basic ideas, assumptions, and 
procedures which need to be considered in using these sources of occupational 
Q information. These will be discussed briefly as related to each source. 
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Occupational Information Resources Are A. SSfiii Aspect o£ iiig. Career Education Program 
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Career ZducatLo*\ ropr'isentis a movement: aimed at instilling an orrphnsis 
on education a?; preparacion for work throughout all levels of American education. 
It seeks to do so in ways that neither demean nor detract from any other worthy 
objective of American education* Rather, it simply recognizes that our current 
post-industrial occupational society finds relationships between Education and 
work becoming closer and closer each year. Some way must be found of accommoda- 
ting this increasingly close relationship in our system of public education. 

The Career Education moveineat: cenuot succeed it carried out only within 
the four walls of the school. Success of this movement will be predicated on the 
'active involvement c£ die business-labor- iniuitxy coimunitv. as with' any call to^- 
majot j^hangc in education, Career Education has met with considerable resistance 
on the] part of many educators. At this point in time, it seems clear that Career 
Educatiion will not survive long if it has to depend solely on initiation of change 
on thp part of educators alone. American education badly needs the kind of impetus 
for change that can oest come through the expressions of need for change on the part 
of ijhe business-labor-industrv community. The Career Education movement holds great 
potential for creating changes that will make education more relevant and responsive 
to the current and projected needs of our free enterprise system. It is a movement 
that can be effectively converted into reality only with the full support and parti- 
cipation of the buoincss^labor-industry community. Education, in these times, can- 
not be accomplished solely within the walls of the established schools. The real 
world of work outside of the forrvil edu-^ n tional system must quickly become a part 
of th*,* total system of Anorican educatiu^. Career Education represents a movement 
:.hat uoekz to make this happen. ^See Appendir Table 11, p/171, and pp. 173-1^6) 

The Use of Resource Persons 
Basic idea ; 

Many Career Education pro^,rams, throu^^h both parental and local civic 
associations, have established largo lists of workers fro.n a very wide variety 
of occupations. Each worker has vcluntocred to respond, through either phone 
calls or personal contacts, to requests that come from students, teachers, or 
counselors for information about his or her occupation. In addition, some 
volunteer to present infonnacion and ansi'er questions before groups of students 
in the clrssrooni. The VITAL Center has developed procediu'es an^ forms for 

Y^-eparing a Career Resources Informq^tion Directory including resource persons. 



Assumptions ; 

\ 1. Workers are the most valid source oi information about lil'e styles 

invoiyed in occupations* It is better to ^ind out vhat an occupation i.s really 
like from one who is in it than from ;in article describinf^ It. Einployed workers 
who are successful in their jobs can serve as effective models for youth* 

2. Many employed workers will bo willing to volunteer their efforts 
to help youth make more intelligent vocational choices* 

Procedures ; 

!• Occupational resource persons trom indusriy neea ',o be trained to 
perform this function. Their training must enable .hem to discuss life styles 
associated with their occupations as well as the ability to describe the work 
they do and the preparation required for it. 

2. The climate for this program must be established in the business- 
industry-labor setting. If chief executive officers from a number of organizations 
form an executive committee or regional advisory committee, they can establish 
a climate that will encorrage volunteers for the occupational resource program. 
Workers volunteering nust feel that their company supports them and will provide 
them time to participate. 

3» A program calJing for occupational resource person? 
to visit in schools requires a central organizational structure. The VITAL 
school coordinatorc might provide this central organi5:ation or it could come 
from a consortium of enployers. The school f^ystem, too, needs a central organ- 
izing agency for this prc^^ram to work. Both schools and employers need to have 
contact persons who can be called quickly wiien problems or questions arise. 

A number of occupational resource persons from each occupation 
need to be recruited for this kind of progrc^m to woxk. You can't k^ep call Lng 
on the sane : erscn time after tine. Some feedback system is essential so that 
occupational resource persons can learn hov to function more effectively. Such 
a system will also provide for replacing ineffective occupational resource per- 
sons. You can't expect all of your volunteers to be successful when they try 
to relate to students and tcacliers in the .school setting. 
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Use of Retired Workers as Kesource iiersons 
Basic idea: 



Several Career Education programs have placed great emphasis on using 
retired workers as resource persons forJCareer Education. They have identified 
such persons from a wide variety of occupational fields. Once identified and 
solicited, such persons meet with students\ teachers , and counselors to discuss 
their former occupations as thcymight apply t\? today's students. They talk about 
the work values that are meaningful to them, demonstrate the Jrpecific vocational 
skills they used on their jobs, and express their personal opinions regarding 
their former occupationsand the life styles thty \ed to. 

Assumptions : 

1. Retired workers have a strong need to c^ontinue feeling useful and 
valuable. To ask them to participate in Career Education offers them a way to 
enhance their own personal feelings of self-worth and provides students with 
valuable insights regarding life styles associated with various kinds of careers* 

2. Even if the skills of the retired worker are no longer in demand, 
students can learn much from such workers regarding the values of a worh-orien ted 
society. Additionally, students can receive graphic illustrations regarding ways 
ia which technology speeds occupational diange. 

Procedures : 



1. Multiple wnys exist to identify retired workers for this program. 
These include seckin^; nnmes from Golden Age Clubs, civic orf.ani^ations (wh9 
usually list retired persons separately in their directories), from company 
directories that list retired former workers, and from labor unions. 

2. Employers will be happy to supply lists of persons about to retire. 
Such persons can provide a ready tie-back to their former employer that will help 
schools in many ways. It nay also ease the ihock of retirement for some persons 
who cire looking for something to keep them busy* 

3. A referral file of retired persons will be essential for use by 
school personnel. Such a file can he maintained by a retired person's association 
or by the local chcmiber of commerce. If a person's name is on the list, it is 
essential that someone see that he or she is called upon to serve. 

4. Retired executives nay be especially interested in working with 
gifted and talented students interested in entering the business world. 
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b* I'sc a pcrr.on lecoiu i.v retired and ovr \/ho retired se.vor*'^) year<? 
ago from n similar poration lo she: hij^h i>cliool stuclcrls Low r;ipic-Jy ,|Ol*i> «'nd 
occupations change ♦ 

6, Conduct a career day using retired persons as resource persons. Ask 
them to discuss their entire career (not just their last job) so that students 
will better understand the concept of ''career'* as a succession of choices made 
through life. 

?• Use retired former workers as classroom nides who v/ill help teachers 
discover and find ways to emphasize the career implications of their subject 
waiter. Retired workers can teach teachers a groat deal about the world outside 
of education. 

8. Establish training programs to train retired persons to work with 
teachers :»rd v;ith students frorc the eleiaentarv school through the hirh schc^l. 

The TTr^fi of V-pir-r. I pr/onr ih Arranfring P^x^hanre Trn CTam- Between Sn-inc^^-cc an3 Cchool 
Basic Idea : 

It has been proposed that exchange programs be initiated whereby school 
teachers, counselors, and administrators would spend anywhere from a fe^v days to 
a few months working for pay outside of education, and that business-lnbor- industry 
persoionel be invited to spend some time teaching their occupational skills to high 
school studenf.s and adult education students. 

Assumptions : 

1. School personnel often lack an understanding or appreciation of the 
world of work outside of education. Many have nevt.r worked outside the school. 
If eilucatorr are to teach students about the broader occu-pational society, it is 
essential that they actoa]l> cxne rienoe what it is like to worK in the free enter- 
prise sysner.1. 

2» Business-labor-1 nduptrial personnel have many things to te«ich students 
abouc work that today's .teachers are not equipped to teach. In addition, some 
occupational skills needed by today's students aren't taught in public schools, 
but could be taught by workers possessing such skills. 

Procedure : 

1. Viako two inventories: (a) nu inventorv ot persons with ncrtipr tional 
.okills v;ho are willing and crxn be released fot a time to teach in the schools, and 
(b) an inventory of occupational skills (such as math, typing, etc.) possessed by 
school personnel that industry might need. Given both inventories, it should be 
pos'jible to s^t up exchange progr^ims where neither the school nor the industry 
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2. Get school personnel involv^id in v/orkinf* with industry on ruch things as 
BIE (Business-Industry- EducatiMi) days or Junior Achievemaut programs. School and 
industry people need to know each other better before we try to set up any am- 
bitious exchange program of school with industry personnel, 

3. Exchange programs will work best when a specific need exists on the part of 
either the schools or industry for skills the other might possess. It is unrealis- 
tic to expect that each will need the other at 'the same time. However, both should 
and could be flexible enough to respond to needs of the other for personnel, Don^t 
expect exchange programs to work when neither schools nor Industries feel they need 
personnel from the other. One or the other should know what they need, why they 
need them, and v>^hat they want them to do, 

4, Exchange programs will -work better if both schools and industries set up 
internal teams to work with persons who come to them on an exchange basis. The 
"exchanged person" is certain to have many questions and needs a quick, easily 
identifiable resource to turn to when such questions arise, 

5, Consider initiating an exchange program by assigning one personnel 
specialist from industry to work, say, with one elementary school. He could help 
all teachers in that school incorporate career implications into their teaching. 
Teachers could then be assigned, on a rotating bas3.s (a few weeks at a time for 
each), to the personnel department from which the industry man came. Teachers 
should have enough skills to partially fill the gap left by the personnel man. 



The Use of Resource Persons in Arranping On-Site Visitations (Field Trips ; 
r>3sic Idea ; 

Career Education advocates have proposed that extensive field trip 
programs be developed so that students (and their teachers) from K-12 have a 
vide variety of opportunities to observe workers actually performing in various 
kinds of occupations and work settings. In the elomentary school, pupils could 
learn to appreciate work and the necessity for work. In the junior high school, 
pupils could see occupations in each of the Career occupational clusters. In 
the senior high years, students would observe u-orkcrs in their tentative areas 
of occupational choice. 

Ass'umptlons : 

1. Most students will be more likely to enter jobs in the geographic 
nrea where they are growing up. Tlius, it is important that they learn about work 
in tlipt area. 
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2. Pupils can't learn about the world of work only In textbooks. They 
need to !;co work boing done at the worksite* 

3, Tcach»n'.s voiild acquire some ntuch nr^odod Inforipation «»h<»:it occupations* 
and implications of their subject matter Cor those occupations if they take students 
on field trips. 

Procedures : 

1, Before field trips are taken, the scltool and the business or 
Industry to bo visited siiould jointl y agree on c b jcctives to be sought by the 
field trip. Too many field trips take place where school officials don't know 
what they are looking for and industry doesn't know what to show them, 

2* Encourage employers to set up community resource workshopj^ for 
tcncliers. In such workshops, teachers could be made aware of what the employer 
has to offer during a field trip, who the contact person is, and special pro- 
visions that need to he made before bringing students in for a field trip. 

3. Establish a community resource occupational bank listing occupations 
and err.ployers v/illing to be invt^lved in field trips for youth. The local char.iber 
of comneice could establish such a bank* It ^aould contain a description of the 
expcriopccs possible on a field trip and the name of a specific industry person 

to contact for making field trip arrangements. Such a data bank could be shared 
with out-of-school youth groups such as youn^ people's clubs and service groups as 
well as with sc\iools in the area. 

4. It is too expensive for employers to service all students through 
fiuld trip.;. Video tapes could be made shewing some students on field trips, 
lliese could then be played for otlier studt^nts in lieu of their actually visitin); 
industry. If errployer reprcsc;*.tatives could be present in the school to "rap" 
with stu'Unts wlio have \;atchcd the video tapes, they mi^^ht be just as effective 
as field trips. / 

5. Feedback after field trips is essential in which employer reprc;'en- 
tativcs are present in the school to respond* to questions studv^'Uts raise regarding 
what they SwW on the field trip. 
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INTERVIMNG TIE RESOURCE PER30M 



The following juneral euidelines may acjicl the inteXyiewer to avoiJ mis taker:, 
learn how to coiucirve hie effortc, and ectablijh eff^^ive working relaticnchipn 
with those being interviewed: 

Preparing for the Interview 

• Learn as much as possible, in ar'vance*, about the industries, bucinecGes, 
and the jobs on which you will be collecting data. 

• Select intervj^ewees carefully, seeking information only 
from those who are qualified to provide accurate, up- 

* to-date facts. Usually this is the manager or personnel director • 

• Secure enough interviewees to assure adequate and accurate 

data. Get a representative sample of all sises and types of employer 

• Prepare an interview outline or list of questions in advance, 
but be prepared to modify your outline as necessary during 

the interview. A standardized form to be completed will serve as a guide. 

• Make appointments in advcince# and give the interviewee an 
advance idea of the type of information you will be seeking. 

Conducting the Interview 

• After general introductions, gather less sensitive data first 
in order to establish rapport and cooperation. Save more 
sensitive questions (e .g., salary , union requirements) until 
good communication has been established. 

• Ask only one question at a time* -but be sure to get all 
needed facts. 

• Phrase questions so that they are easily understood and do 
not imply that you want a particular answer. 

• Give the interviewee an opportunity to contribute in additon 
to answering specific questions. 

After the Interview 

• Complete the information write-up as soon as possible, 

while the data facts are still fresh. Take notes to use in completing form. 

• Check the Information listfid (or summary of interview 
data) by the interviewee for accuracy before dissemination. 

Difficulties in using original sources are obvious. The resource 

persons may be hard to locate or reluctant to provide informal '-^n. Thosb 

who can be reached may provide only one viewpoint of the* job. Also, the 

mformatxor/ given may provide only a partial picture of the occupation. 

This loeds to be supplemented vith information from a variety of othe" ^ources, 
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USE OP RESOURCE PERSONS IN THE CAREER INFORMATION PROGRAM 



I. WHAT RESOURCE PERSONS ARE--They are people who can "teach" 
our children about careers from the "textbook of their 
experience." There is a wealth of resource persons with a 
variety of career-related experiences in many occupational 
fields who are available • 

II. HOW PEOPLE QUALIFY AS RESOURCE PERSONS--They are qualified 
because of the: 

A. Work done in their occupations 

B. Interests, knowledges, skills, and abilities developed 

C. Related hobbies or leisure time experiences 

Accomplishments achieved in the commxmity 

III. WHY RESOURCE PERSONS ARE USED--Resource persons are needed 

for the contribution they can make to the career education of 
students by: 

A. Providing students first hand knov/ledge of employing 
establishments; actual occupations--their duties, require- 
ments, working situations and environment, opportunities, 
advantages and disadvantages, and the contributions to 
the community, 

B. Indicating the needs for relating what goes on in school 
viith actual jobs, 

C. Stimulating students to see meaning in their classroom 
preparation for careers and tlius increasing interest in 
school work. 

D. Giving concrete illustrations or demonstrations of the use 
of things taught and learned in the classroom. 

E. Providing students experience in planning, decision making 
critical thinking and problem solving in career-related 
activities 

. 

Developing in students the powers of observation, askinr 
questions, searching for information to solve problems or 
questions about careers and seeking relationships to schoo 
w~)rk, ^ 
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III. WHZ RESOURCE PERSONS ARE USED (Continued) 



G. Maicing knowledges and skills more func tional--leaming to 
use by using, and learning to do by doing. 

H. Coordinating learning activities by bringing them together 
vxid using them in meeting practical problems and situations 
in preparation for future careers. 

I. Facilitating the combination of group learning and individ- 
ualized and personalized learning experiences for students 
with similar and different needs, abilities, and interests. 

J. Einphasizing good human relationships and the practicing 
of th^em, 

K. E;:e{^anding the opportunities for understanding and developing 
^~5»ifis;^[^he responsibilities involved in community citizenship. 

IV. WHEN RESOURCE PERSONS ARE USED-- 

A. They are utilized when by so doing better learning experiences 
are provided for students than v;ould be obtained from 

other sources. 

B. They are a part of planned instructional program and 
curriculum, utilized at an appropriate time in the scope 
and sequence of teaching-learning activities. 

C. They are a natural outgrowth of the learning experiences 
planned or underx>/ay. 

D. They are suited to the developmencal levels of the students 
involved, and uheir career interests, Imowledges, skills 
and abilities , 

E. They can help students in meeting specific objectives of 
career education as indicated by measurable changes in 
individual behavior and development. 

P. They are adequately prepared by their experiences to give 
a competen' , realistic, current, and understandable picture 
of the career areas covered. 

G. They are available at a time when their use is most needed 
and effective in aiding students to develop the necessary 
knowledges and skills for performing the work done in the 
occupation or career, and will likely motivate them or 
\ lead them into activities and learning experiences of value 
related to the career. 

PL They are able stimulate interest in new information and 
skill development, related to specific careers . 
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IV. WHEN RESOURCE PERSONS ARE USED (Continued) 

I. They are able to lead students to participate in a variety 
of classroom activities involving role playing, dramatiza- 
tions, reading, research, reporting, using music, drawing, 
graphic display, bulletin board exhibits, construction or 
experimental projects to expand and illustrate information 
obismned on careers • 

J. They can show the inter-relationship between school subjects 
needed in the world of work; 

K* They can stimulate students to want to learn more about, 
the careers by hands-on experience, on-site visitations, 
interviews and observations of workers and employers, and 
through the us3 of materials or products supplied by the 
resource person. 

L. They are worth the time and adjustments in scheduling to 
involve them. 

M- They effectively use the time allotted to them. 

N* They ^.re located wher^e suitable travel arrangements and 
time cut from their businesses can be arranged. 

0* They art; not overburdened by excessive calls for presenta- 
tions, fio as to cause poor relationships. 

P. They are scheduled by a school and parish coordinator so 

that all school needs are met without duplication of effort 
by teachers and counselors and some means of control is 
used. The person doing the^ coordinating must be capable 
of identifying the resource" persons who can best meet the 
needs of specific teachers and students. Frequently a 
counselor is in a good position to be acquainted with the 
various aspects of the situation to recommend and schedule 
resource persons and visitations. They can use a Career 
Resources I nformati on Directory to coordinate these 
arrangements. 

Q,.. They are listed in a Career R esources Information Directory 
and have completed a "Career Resource , Persons and 
Materials Inventory Form," which can be used for reference 
by che school coordinator and teacher. 

V. HOW REGOURCE PERSONS ARE LOCATED-- 

A. Surveys are conducted at schools, employing establishments, 
civic, business, labor, industrial, and professional organization 
meetings to secure comDlet\on of forms by persons will-^ng 

and ablr^ ->orvo as resource^ persons (See forms ^^,o,7,c, pp.xl3- 

B. Students may take forms home for parents, relatives, or 
neighbors to complete. \ 
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V. HOW RESOURCE PERSONS ARE LOCATED (Continued) 



C. Teachers may complete forms listing their competencies, 
and those of others they know who may serve, including 
students. Teachers may have persons they recommend to 
also complete the forms. 



D. Covmselors may coordinate the issuing, completion, collection, 
and assembling of forms used at the schools to locate 
resource persons through the classrooms, faculty, and school. 
organizations--student and parent. 



E* Covmselors, teachers, students, and administrators may 

contact employers directly on the job to secure completion 
of survey forms for resource persons. This can help 
community relations with the schools and provide educators 
first-hand knov;ledge of career opportunities and resource 
persons in the community. 



P. Advisory Committee members can contact members of their 
establishments and of the civic, business, professional, 
industrial, labor, or governmental organizations to which 
they belong to secure completion of resource person survey 
forms by fellov; members and associates. 

G. Various media can be used to inform the public of the need 
for resource persons and the steps to go through to become 
registered, and find out "who is willing to do what." 

H. Use previously accumulated data from surveys made by other 
organizations and groups. 



VI. HOW RESOURCE PERSONS WILL BE LISTED 



A. After all the survey forms and data obtained on potential 
resource persons is collected, assembled, process'^d, 
analyzed, and evaluated, the basic data will be printed 
out in a form which can be distributed to the school 
coordinators, as a Career R esources Information Dir ecto ry 

B. Resource persons will be listed in the Ca reer Resou rces 
Information Directory as follows: 



1. SPEAKERS AT SCHOOLS 



a. Occupational group--three digit code number in the 
Dic tionary of Occupationa l Ti tles , Part II (See 110-111) 

b. Cai'eer areas (Occupational Titles) 

c. Name of resource person 

d. Position (See D.O.T. threc-dlyit code) 

e. Name of employing establishment (by Standard 

Industrial Code and abbreviated name of organization) (pp. 86-87) 

^ f. Address and telephone number 
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VI. B. 1. Speakers at schools (Continued) 



Grade level? for which appropriate^ school, address 



Methods of resentation (Demonstration^ discussion, 
talk, audio-visuals) 

Arrangements needed to be made in advance by teacher 
1.) Contact coordinator, get approval, contact resoirce perse 
2 J Type presentation, date, time, equipment, place arrang 
3.) Pre-planning activities: (Forms 11-15^ pp. 12^-129) 



a, 
b. 
c» 
d. 
e. 
f. 

G- 
h. 
i. 



Make part of yearns plan;arrange wks# in advanj 
Review "Check Last for Roquesblng Sneakers" (p. 12j| 
Prepare information needed by coordinator; submit 
Prepare information needed by resource person 
Advise resource person on particulars by phone--le1 
Prepare students for participation, taking notes 
Plan methods of student reporting, using in teachi^ 
Secure forms for reporting use* and evaluation 
Follow-up plans 



2. INDIVIDUAL OR SMALL GROUP INTERVIEWS WITH CONSULTANT 

a. Occupational group D.O.T. Part II three digit 
code numbers vpp. 110-111) 

b. Career areas (Occupational Titles) (D.O.T. three-digit coc 

c. Name of resource person 

d. Position title 

e. Name of employing establishment (by Standard 
Industrial Code and abbreviated name of organization) (pp< 

f . Grade levels for which appropriate 

g. Address of place for interview; telephone number 

h. Arrangements needed in advance (pp. 61-69, Forms 11, 37, 
pp. 125, 13a) 

1,) Contact coordinator, get approval, contact resource perse 

20 Arrange with resource person-date^ time, place; student 
materials, transport at ion; letter of suggestions 
to resource person; preparation of students for 
interviev*. 



ERIC 



VI. B. 2. h. Arrangements needed in advance (Continued) 

3.) Preparation (See pp. 125-13U) 



a, 

c . 
d, 
e. 
f • 



Plans for questions, letter of suggestions 

Supplies, transportation arranged for 

Background information prepared and provided students 

Recording of interview planned, equipment obtained 

Class reporting procedure planned 

Use in teaching determined 

Forms for reporting and evaluating obtained 
Follow-up, including "thank you" letters prepared 



3- ON-SITE VISITATIONS (FIELD TRIPS) (See "A Guide for On-Site 
Visits," p. 53 and "Example of Gu5de for Field Trips..." p. 60) 

a. Occupational group--D.O . T. Part II three digit 
code numbers (See pp. 310-111) 

b. Careers areas (Occupational Titles) (D.O.T. Three Digit Cod^ 
c# Name of resource person 

d. Position title 

e. Name of employing establishment (By S.I.C. code 
and abbreviated name) (See pp. 86-8?) 

f. Grade levels for which appropriate and size of group 

g. Address of place for visitation; telephone number 

h. Arrangements needed in advance (See pp. 125-129, 1314--135) 

1. ) Contact coordinator, get approval, contact resource oerson 

2. ) Type visit, how made, date , time, place arranged 

3. ) Preparation--planning : (See pp. 53-69) 

a. ) Tour plan, schedule, personnel, processes, 

activities, services and/or products to 
be observed, questions to be answered 

b. ) Applications for and approval for field trip 

c. ) Parent permit slips issued and received 

d. ) Transportation arrangiements made 

e. ) Reporting and follow-up plans, evaluation, "thank 

you" letters. 

il. OBSERVATIONS OF INDIVIDUAL WORKERS (Form 17, pp. 13[j-135) 

a. Occupational group--D. O.T. , Part II, three digit 
code numbers (See pp. 110-111) 

b. Career areas (Occupational Titles) (D.O.T. Three Digit Code) 
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Observation.'^ Individual Wu-'l-r^rn (C :itu;^Krl) 

c. Name .>r rcis.mvco pori>on 

d. Pocition title 

e. Ilane of employing establishment (by 3.I.C. and 
abbreviated business name) (Sec po, 86-37) 

f. Grade jr age levels f which appronriate 

^. Address place for vir.itation; telephone rumber 

h. Arrangements needed in advance (See op, 67-6?, 125-12?, 
13i:-135) 

1. ) Contact coordinator, get approval, contact resoume persor 

2. ) Arrnn;;e observation date, time, olace. student oreoara 

tion 

3. ) Preparation-nlannins; (See np, 67-6^) 

a. ) Purpv)ses, orocedures stated, transnortation arrang 

b. ) List things to learKj:)b name* duties, tojlr^ 

oquioment, materials used, skills and abilities ne 
c^ ) Faciliti^es, processes, product or services provide 

d, ) V7 ^rkcrs attitiJides tov;ard iMrk , emol rvor , superv isor 

e. ) Preparation required, opportunities as a 

career, hov; to e:itor, advance, futu^'^c outlook j 
) Tne repo>^ting, evaluation, Tollow-Ui; procedures 

CAREER A::D occupational materials (F.rms 7-10, po- 116-12:,, ^ 
187-203) 

a. Occvpai is r.ai nroup--D. 0. T. Fart II, three digit 
code nunborc {SeG p-^. 110-111) 

b. Career areas (Occupational Titles) (D.O.T. three dijio cod< 

c. Types of material and grade levels: 

1. ) Audio-Visual Aids (charts, displays, films, 

filmstrips, pictures, slides, transparencies, 
recordings, etc. ) 

2. ) Reading Material (books, bibliographies/ 

directories, job descriptions , periodicals, 
personnel handbook, training manuals) 

3. ) Prof^rammed data (Printouts from data orocessed , 

inf orrriatl on on j^bs, traininf^, etc. ) 

I I 

ij,.) Resource material:: (articles, equipment, models, i 

samples, products, to)ls, etc.) I 



3. ^. Career and Occupational Materials (Continued) 



d . 


Resource Persons or Other Sources of Career 
Occupational Materials 


and 


c . 


Addresses of sources 




f . 


Values ( advantages, disadvantages ) 






Rating/Evaluation (1. Very Good, 2. Good, 3. 
ii. Below Average, 5* Inferior-Poor) 


Avcrai^o, 


h. 


Instructional areas applicable (courses , uni 
specific topics/projects) 


ts. 



VII. PLAiraiNG USE OP RESOURCE PERSON (Forms 11, 12, 13, pp.53-p5, 125-12'^) 

A. Work v;ith coordinator in reviewing Career Informatio n 

Rescurces Directory and '^Che'jk List Ton Obtaining ReS'ourco Pcrc^ns" 

3. Select appropriate resource person and alternates suited 
t:^ purposes and phase of career education program 

C. Secure appro\;'al for use of resource person from s:^hool coor iir.at " 

D. Contact resource person in person and/or by phone, discuss 
needs, secure £-ervices, schedule .Send letter of coifirmation '^'^^d 
cuggestions. Aftf=ir presentation file reporting- waluati ^n f^^*^r 

E. Advise resource person on particulars-- specif ic purposes, 
^g--S^o^P^ size of group, time available, backgr'omd and 
orcparation of students, interests of students, wiere, 

date, time of r resentatio'i, transportation. (This is cc^rd inr\ — ^- 
teachcr brief ir g of the r3sci.rce persor.ln conversation anc >"*cr,) 

F. Consider arran(,ement of room, equipment and facilities 
required, checl-.ing those to be supplied by resource persm; 
thor>e by schoo?. 

G. Assenble mater .als and develop plans f c r in-schocl 
preparation of students, participation, recordinf, follov;-- p 

H. Infoi^m other teachers of plans, in case the activity can be chareH 
or will take your students out of their classes during actJvity 

VIII. PREPARATION FOR US^? - .ESOURCE PERSON (TEACHER AND STUDENTS) (dd 
^7-6^, 70-77, 125, 13it-135) 

A. Arouse interest I provide background and readiness throurh 
use of materials, films, discussion, reading, bulletin 
board dir^nlays, etc. 

3. Kooo daily log of planning for activity (Done by student::). 

C. Present qualifications, backgroimd, interests of resource 
person (obtained from "Resource Persons and Materials 
Inventory Form") (Forms 5, 6,' 7, 8, pp. 113-121) • 



VIII. PREPARATION FOR USE OP RESOURCE PERSON (Continued) 

D. Porraulate specific purposes for presentation. 

E. Suggest how resource person can meet purposes in conversatioi/lettert 
P. Identify^ special information to be sought by students, 

0. Develop list of questions to be answered by resource 

person. (Send copy to resource person in advance of activity.) 

H. Select one or more students to serve as recorders. (Brief students 
on what a recorder is expected to do,) 

1. Provide each student with duplicated copy of questions to 
be answered and activity plans . 

J. Arrange for student hospitality, introduction of resource 
person • 

K. Establish conduct and behavior codes for activity. 
L. Plan for question-and-answer period . 
M. Suggest how to express appreciation . 

N. Indicate importance of impression the group makes 'on the 
resource person • 

IX. PRESENTATION BI RESOURCE PERSON (Forms 11-13, PP. 12^-129) 

A. In introductions of students, do them properly and clearly. 
( Introduce recorder) 

B. Introduce resource person and state briefly and clearly 
why he is here and what he is to do t 

C. Follow plans prepared for the activity. 

D. Keep interruptions to the minimum. (Both students and 
resource person have plans--make them work. ) 

E. Teacher keep in background so resource person will talk 
to students . 

P. During question and answer period, follow procedure 'agreed 
upon in preparation for activity. (This time is primarily for 
the students, not for the teacher. ) 

0. Protect time for end of activity .(Appoint a clock-watcher, 
if necessary. ) 

H. Express appreciation to resource person • 

1. Make comments of constructive criticism in the spirit of 
fair play. 
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POLLOW-UP ACTIVITIES (Porm 11, p. llo) 

A. Report of recorder on the presentation. 

B. Check-back on answers to questions. 

C. Note new questions and problems that emerge. 

D. Evaluate the presentation in terms of how well the 
group managed itself. 

E. Discuss critically how the presentation could be improved. 
P. Send letter of appreciation to resource person. 

G. Write up visit for school newspaper, local press. 

H. Arrange displays of audio-visuals, published materials, 
programmed and other resource materials. 

I. Use expressive media to portray what was learned. 

J. Relate findings, etc., to school subjects and problems . 

K. Share experiences and learnings with others by reports 

to other classes, invitations to visit displays, materials 
on bulletin boards, etc. 

L. Prepare a notebook of activity as a record for une in 

further work and for use of other groups, or the teacher, 
using the same resoiirce person or studying the sane 
problems . 

M. Suggest that students talk with parents and other peoole 
about how the visit was planned and what was lear:ied.* 

N. Prepare evaluation report for school files and fo- resource 

person. (See suggested forms for "Evaluation of Resource Person,"- 
"Teacher's Reporting Porm," "Resource Person's Reoortinc 
Porm," and "Porm for Self-Evaluation by Resource ?erson7" 
Porms liU-B, 1^-16, pp. 29, 30, 130-133, 16^, 16$) 
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A GUIDE FCH ON-SITE VISITATIONS (FlfiLD TRIPS 



A field study trip is a planned experience outside of the regular classroon.-*^ 
The experience may be called a trip, a school journey, an educational travel 
program, or an excursion. The name is unimportant. It is essential, however, 
that the community itself, as well as the teacher and the administrators, 
understand what field study trips can contribute to the total educational 
prorram.^ fjoing outside the classroom is a most effective learninr technique. 
Psychology maintains that people learn best from first-hand experiences. 3 This 
is true only if the trip is an integral part of the educational Program. 
planned to accomplish certain ends which could not be accomplished as well 
by any other approach. Trips for the sake of takinr trips are wasteful of 
time and ineffective for learning . ^ The field study experience encourages 
the learner to be a "spectator, participant, observer, interviewer, and 
statistical and case study data gatherer.** The learner is in contact with the 
real situation and such an experience results in the best learning.^ Olsen 
outlines some general objectives for using field study trips, ^ 
1* To stimulate imagination and learning by providing sensory perceptions 
which cannot otherwise be experienced. 

2. To deepen insight into even familiar phenomena in the environment, for as 
these matters are freshly interpreted, they take on new meaning. 

3. To integrate classroom instruction by exposing the artificiality of 
conventional subject matter divisions, and by enabling students to view 
facts and forces as they exist in their- everyday relationships in living 



communities^ 



U. To arouse student interest in new areas of thought and activity. 

To teach the art of living with others from experiences of planning, 
sharing, traveling and working together. 
6. To facilitate opportunity for personal experiences which are real, 
^^e "Footnotes" listed at conclusion of guide • 
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7. To motivate school work by utilizing natural curiosity and guiding into 

exploration and discovery. 
8e To build character through practical necessity of developing such traits 

as courtesy, patience, sportsmanship and cooperativeness • 
Each trip is made up of three essential parts. First is the pre- 
planning j second, taking the trip ; and third, the follow-up activities. 

PLANNING THE TRIP 

The success of any field study trip depends on how much thorough, pre- 
planning, and organization the teacher has employed before the students 
leave the school. Preparation is the keynote, if the student is to have a 
pleasant and fruitful learning experience.^ 



Check List for Planning the Trip^ 



Scheduled 



Done 



1. Has permission been granted by the proper authorities? 



a. Has permission been secured from the principal and 
the superintendent? 



b. Has permission been secured from the parents? 



c. Has permission been secured from the place to be 
visited? 



2. Did the teacher and the pupils cooperatively plan the 
trip? 



a. Have the objectives been established? 



b. Have questions been formulated? 



c. Have safety rules been established? 



d. Wad there discussion about conduct and courtesy? 



3. Have the students participated in gathering background 
information for the trip? 



U. Have arrangements been made for chaperones or adult 
leaders? 



5/ Have pre-arranged rest stops been scheduled? 
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Scheduled Done 



6. Has the program been confirmed by those in charge 
at the destination? 



7. Has the class discussed the mechanics of the trip 
so they know what to expect? 

8. Has the class discussed what things to look for? 

9. Has the class discussed the importance of the trip 
and why time is taken for it? 

10. Have final instructions been printed for the 
students? 

11. Have all the proper arrangements been made for 
transportation? 

a. Are all the vehicles covered with insurance? 

b. Do the drivers have proper instructions? 

c. Are maps necessary to direct the drivers on the 
planned route? . ' • 



TAKING THE TRIP 

As the trip gets under way, effort should made to see that it keeps to the 

time schedule. 9 The itinerary should follow as closely as possible the original 

planning. Ample time should be allowed to avoid a late return to school. 
Sea, "Final Check List," p. ^8. 

Olsen gives a last minute check list which will guide the teacher in the 
final preparation just before the trip.^^ 

1. Check the physical condition of the students. 

2. Check the attire of the students for its appropriateness. 

3. ' Check to see if all students brought all essential carfare, lunches, 

equipment, etc. 

li. Check to see that all stixJents returned the consent slips. 
$. Summarize briefly the purpose of the trip. 

6. Determine whether the students with special jobs understand their 
responsibilities . 

7. Emphasize the importance of safety first and point out any hazards that 
will be encountered. 
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8. Review the essentials of good behavior. 

9. Have the class get drinks and go to the rest rooms before they leave. 



The following suggestions will help to make the trip both safe and 
successfulA5^ 

1. Establish definite routines for all trips-- to reduce the management 
factor to a minimum. 

2. Use the "buddy" system. Make each student responsible for knowing 
the whereabouts of his buddy at all times. 

3. Put slow moving pupils at the hpad of the line to set the pace. 

U. Train leaders to stop -at corners and designated places before crossing 
streets. 

5* Put reliable persons at the end of the line to prevent straggling. 

6. When the class is crossing the street, stand in the center of the 
. crossing to direct the traffic. 

?• On train trips, avoid the first and last cars if possible. 

9. Particularly with little children, arrange for all to visit the toilet 
before leaving the school. 

9* Encourage pupils to bring their lunches in boxes wrapped, tied and 
labeled. 

10. Discourage carrying more than a predetermined amount of money and limit 
the types of purchases. 



FOLLffrf-UP ACTraTIES 
The field study should not end with the trip. Some of the most important 
, learnings take place in the review and summary and other follow-up activities. 
The whclo trip should be discussed nnd evaluated by pupils, both in relation 
to the subient being studied and in rel»tion to methods of improving future trips. 
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Check List for Fo11ow-Ud Activities 



15 



Yes 



No 



1. V/ere the purposes of the trip fulfilled? 



2. Did the group find answers to the questions? 



3* Did the trip provide helpful information for the 
unit under study? 



q. Could the trip fulfill other objectives? 



5* Was the trip beneficial and the best way of 
securing answers to the problems? 



6. Was it worth the time and effort? 



?• Was it worth the cost? 



Were.^ there any unexpected problems that pre- 
planning should have answered? 



^ 9. Were the guides properly informed and prepared? 



10. Were the students properly prepared? 



11, Were any new interests developed? 



12 ♦ Should the trip be recommended to other 
classes?-*-^ 



13. Could the teacher develoo skills in observation? 



ih* Were social skills and responsibilities developed as 
the group planned, worked and travelled together? 



15. Were meaningful language skills developed from 
outlining, keeping notebooks, writing letters, 
and giving: reports? 



l6. Did better understanding result between the 

teacher and students as they worked, together in 
planning for and taking the trip? 
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FINAL CHECK LIST 



T! Check the physical condition of the pupils* Fake sure 
j^arents have taken care of all necessary medication. 



Scheduled 



2. Check the attire of the pupils for its appropriateness. 



3* Check to see that all pupils returned the consent slips. 



I4. Summarize briefly the purpose of the trip. 



Determine whether the pupils vdth special jobs understand 
their responsibilities • 



6. Emphasize the importance of safety first and point out any 
haisards that will be €^ncountered • 



?• Have the pupils establish their own rules of good behavior 



8. Have the class elect their own group leaders (one/five 
pupils ) . 



9* Kake name tags for all pupils, teachers, chaperones and 
tour leaders. 



10. Make attendance lists for chaperones. 



II. Have the class ^et drinks (short ones) and go to the 
rest rooms before they leave. 



FOOTNOTES 



Udelene E. Rowland, How to Conduct a Field Trip , How to Do Tt Series, 

No. 12, (Washington: National Council tor the Social Studies, 196?), p 

Margaret Gustin and Natalie Hopkins, A Field Trip Guide for Elementary Schools , 
(Hartford: Connecticut State Department of E3ucatron,n[PFnTT^ 

^ward G. Olsen, School and Community , (New York: Prentice-H»ll , Inc., 
19W), p. 2^. 

^Freeman, Dowling, Lacy and Tippett, Helping Children Understand Science , 
(Philadelphia:^ The John C. V/inston Company, l95h). p. 26^. 

^Earl S. Johnson, "Field Trips and the Development of Intellectual Skills," 
Social Education 20: 120; March 19^6. 

^Olsen, o£. cit., p/20^. 

"^Carlton B. McNair and others. Field Trips : Planning for Them , Carrylnf^ Then 
Out and Profiting fro^ Them , (V/ashington: National Aviation Education 
^TounciT, 1956), p. 1. 

^Mark Sorenson, "Have You Tried Teaching by Field Trips?" Montana Education 
36: 25; April I960; Theodore T. Toporowski, "Our School Trips are 

Educationally Profitable Because ," School Activities 32: II46: 

January I96I. 

^Clifford Lind, Preparing- for Field Trips , Curriculum Bull^iin No. 221:14, 
(Eugene, Oregon: School of Education, University of Oregon, 1962). 

lOj. W. Brown, R. B. Lewis, F. F. Harcleroad, A-V Instruction Materials and 
Methods , (New York: McGraw-Hill Book Co., 1959), p. 36^^ 

^^Olsen, 0£. cit., p. 219. 

•'■^Brown, Lewis, Harcleroad, op. cit . , p. 366. 
■'■^Lind, op. cit . , p. 5. 

wland, op. cit. , p. 7. 
l^Li nd » o£. cit . , p. 7. 

^^Brown, Lewis, Harcleroad, op. cit. . pp. 366 and 36B. 

^"^Stamford Public Schools, Stamford, Conn.: Connecticut Stat© Department of 
Education. 
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FINAL CHECK LIST 



Ti Check the physical condition of the pupils. Hake sure 
parents have taken care of all necessary medication. 



Scheduled 



Done 



2. Check the attire of the pupils for its appropriateness, 



3. Check to see that all pupils returned the consent slips* 



li. Summarize briefly the purpose of the trip. 



5* Determine whether the pupils with special jobs understand 
their responsibilities. 



6. Emphasize the importance of safety first and point out_any^ 
hazards that will be encountered. 



7. Have the pupils establish their own rules of good behavior 



8. Have the class elect their own group leaders (one/five 
pupils ) . 



9. Make name tags for all pupils, teachers, chaperones and 
tour leaders • 



10. Make attendance lists for chaperones. 



11. Have the class get drinks (short ones) and go to the 
rest rooms before they leave. 
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FOOTNOTES 



^Adelene E. Howland, How to Conduct a Field Trip , How to Do It Series, 

No, 12, (Washington: National CouncTTTor the Social Studies, 1962), p 

^Margaret Oustin and Natalie Hopk:ins, A Field Trip Guide for Elementary Schools , 
(Hartford: Connecticut State Department of Education, 1957), p. T7^ 

^ward G. Olsen, School and Community , (New York: Prentice -Hall, Inc., 
19U5), p. 2vT. ^ 

'^Freeman, Dowling, Lacy and Tippett , Helping Children Understand Scjence , 
(Philadelphia: The John C. V/inston Company, 195U). p. 26^. 

^Earl S. Johnson, "Field Trips and the Development of Intellectual Skills," 
Social Education 20: 120; March 19^6. 

^Olsen, o£. cit., p. 20^. 

"^Carlton B. McNair and others. Field Trips : Pla nning for Them , Carrylnf: Ther? 
Out and Profiting froni Them , (V/ashinpton : National Aviation Education 
^Jouncil, 1956), p. 1. 

o 

^Mark Sorenson, "Have You Tried Teaching by Field Trips?" Montana Education 
36: 25; April I960; Theodore T. Toporowski, "Our School Trips are 

Educationally Profitable Because ," School Activities 32: ]U6: 

January 1961. 

^Clifford Lind, Preparing- for Field Trips , Curriculum Bulletin No. 221 :U, 
. r-^ (Eugene, Oregon: School of Education, University of Oregon, 1962). 

l^J. Brown, R. B. Lewis, F. F. Harcleroad, A-V Instruction Materials and 
Methods, (New York: McGraw-Hill Book Co., 1959), p. 

^^Olsen, o£. cvt . , p. 219. 

^^Brown, Lewis, Harcleroad, op. cit . , p. 366. 

nd, op. cit., p. 5. 

-^Rowland, op. cit., p. 7. 
l^Lind^ 0£. crt. , p./?- 

^^Brown, Lewis, Harcleroad, op. cit . . pp. 366 and 36B. 

■'■^Stamford Public Schools, Stamford, Conn.; Connecticut Stat© Department of 
Education. 
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EXAMPLE OE GUipE FQfi ON-SITE VISITATION ( FIELD m) 



.Planning for visit to mtntrfac taring 
plant or other anploying establish- 
ment: 

1 Vi3it school shop and idcntxfy 
soTie of the manufacturing 
machines such as lathe and 
milling machines. Visit 

and hriive 

teacher poLnt out some of the 
equipment. 



2. 



3. 



Students should be prepared to 
discuss 'manufacturing or 
occupations with 



the factory representative* 
Student Comnittee- should make 
arrangements vith resource 
person for visit. 



Students should choose two 
occupations th(*y would like 
to study and report to class 
on, after visitation to plant. 

a) Ehphasize importance of 
these occupations 

b) Kind out approxinuitely how 
many persons are eif^loyed 

c) \n^at is future status of 
these occupations? 

d) UTiat training is needed 
to enter? 

c) Do you have to be a 
high school graduate? 

f ) Is there an apprentice 

program for this occupation? 

Make arrangements for visit to 
local manufacturing plant or 
printing plant. Class should 
be divided in groups of four 
or five students. One adult 
should be invited to go. 



Organisatioa 


Resource Person 































Have resource persons from manufacturing plant 
or visit class. 

The following 

organizations arc cooperating vixii 
this study t 



Resource person should be prepared to 
discuss specific occupations in his 
plant. He should be preparing the 
students for their visit. 

If the resource person could bring some 
material with him to demonntrate what 
is done in his plant it would be much 
more effective. Kor exaJT5)le, materials 
showing various manufacturing operations 
and an explanation of whnt macliines and 
what jobs do this, such as a film or 
films trips. 

Other operations should also be 
demonstratedi' 



Students should help make arrangements with 
resource person for class visit to plant. 

Resource person should, if at all possible, 
be the host, when the class or members of 
the class visit the plant. 

Resource person should explain what they will 
see and prepare the students to pet the 
most out of their visit. 
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Topical Outllno 



SuggGatt8h3 for Tcac hin rr learning 
Activities 



5. Choosing students for plant 
visit. 



Students wishing to make plant visit should 
show an interest, and only those with 
a genuine Interest in manufacturing 

or Should be allowed to 

nake the trip . ^ 



/ 
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Topical Outline 



SuRfrestions for Tcachinr:^ Learning: 
Activities 



Procedure for scheduling 
field trip to manufacturing or 

employing organization 
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Arranco field trip throi>crh, 
CoordiAolasi. Office*, 

-School. 



Idoitily the plant you wish to visit 
and the day and the time. Indicate the 
nana of the resource person who visited 
your class and the plant he represented* 
Also indicate if you have enough adults 
(1 per 5 students) going on the trip, and 
finally, give the number of students 
you intend to take. 

Students should be divided into groups 
before they leave the school. 

Resource person should know ahead of time 
the number of youngsters and adults 
visiting. He should bn given an opportunity 
to plan th2 plant tour so that students 
will be given an opportunity to- set? 
individuals performing in their occupations. 
Students should get a chance to talk to 
two or three of the workers obser'^cd. 

Several committees mi^ht be used effectively 
and individual students given personal 
responsibility for carryliig out assignments. 
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Tipple al OatHno 



Sugneotiona for TeAchlnr,-Lt*arnlnf; ' 
Actlvitios 



!• Review of field trip 

Idtntlfy occi^ations observed 



Make a cojiplete list of jobs seen 
on field trip. 



Claselfy occupations according 
to category or type of work 
inrolved. 



Discuss manufacturing plant or other 
places: visited and what they are 
engaged in producing. 



Have student conmittces report to 
class on their particular occupations « 
Give class an opportunity to ask 
questions of the conndttee* 

Have class classify the occupations 
. discussed ast 

Iftiskilled Profeppional Clerical 
Semi-skilled Technical Sales 
Skilled Managerial Service 



Have students give their reasons 
for classification. 

Show slides and films I listen to tapes made 
during field trips. 

Each group will he rccponsible for 
making a roport to class on their 
observations. 
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Topical Outline 



Suggestions for Teaching ^ Learning 
Activities 



I. Preparation for vis ft to 
^training facility. 
1. Education and training 
required (high school, 
post-high school, on-the- 
job training) 
A. Where education and 

training can be acquired 

1. Local high school 

2. Local technical high 
school 

3 . Apprenti ceship 
program * 

1|. On-the-job training 



II. Plan visit to training facilities 



Use "Check List for Planning 
Visits," pp. $lx-SS 



6h 
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Teachers should go over with the class 
the training facilities available to 
them. Guidance counselors will be 
helpful. 



Visitations will be arranged by 
Project Director (Resource Person) 

Teachers should requests a date for 

visiting 

employing organization areas. A two 
period block should be scheduled which 
will include travel time. 

Members of and 

staffs will explain their programs and 
discuss with students how they might 
apply for the vocational courses. 
Training facility may be visited. 
Resource Person will make arrangements. 



Topical Outline 



Suf^nostions for Teachin:;' ' Learning 
Activities 



1, Field trip training facilities 



Arrange field trips to training sites 
where students can observe training 
programs* Make arrangements for 
students to talk to individual 
trainees and also be given an 
overview by the institution* 

Divide students into small groups 
for training visits but bring them 
together for their interview with 
the ins true tors • 

Have students prepare specific 
questions they will ask* 
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Tylcal Otttlinc 



Saf>f;e3tlon3 for Tcachlnp^'^Learnln^y 
Activities 



F. 

Review of training facility 
field trip. 

Discuss training and identify 
specific occupations for which 
the training was aiioed* 



What vocational courses are tauj^ht? 



Machine Shop 
Drafting 
Graphic Arts 
Automotive Repair 

Service Station CJ)9ration and I-Jana^cment 
Appliance Repair 

Vfhat vocational courses are taught? 



Machine Shop 

Drafting 

electronics 

Electricity 

Automotive 

Flunbing • 

Carpentry 

Heating and SteamTitting 
Meter/5mall Engine Repair 
Hairdressing and Beauty Culture 
Barbering 

licensed Practical Nursing 

What occupational courses are taught? 



I. Post-dnventoiv and fValuz^ticn 
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(HIIDE SHEET ON WHAT THE STUDENT MIGHT WANT TO KNOW 



1. History of the occupation \j 

\ 

2. Importance of the occupation and its relation to society, 

3. Duties 

A. Definition of occupation 
B'. Nature of the work 

4. Number of workers engaged in occupations 

5. Qualifications / 

A. Age / 

B. Sex / 

C. Special physical, mental, social, and personal qualifications 
including those obviously necessary for services In all typos of work 

D. - Special skills essential for performance on the job 

E. Special tools or equipment/essential for the performance 
r. Selection / 

G . Legislation affecting occupation 

6. Preparation 

A. General education 

B. Special training, including probable cost of training 

C. Experience 

7. Methods of entering 

A. Public employment service 

B. Special employment agencies 

C. Civil Service examinations 

D . Apprenticeship 

E. License, certificate, etc. 

F. Other methods and channels 

8. Time required to attain skill 

A. Special apprenticeship or xinion regulations 

B. Length of period of instruction on the job 

C. Length of time before median and maximum rates of 
pay are reached 

9. Advancement 

A. Lines of promotion: jobs from which and to which 
workers may be promoted 

B. Opportunity for advancement 
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10. Related Occupations 

A. Occupations to which job may lead, 
JL. Occupations from which one may transfer 

11. Earnings 

A. Beginning wage range 

B. Wage range in which largest number of workers is found 

C. Maximum wage received by most highly skilled ' 

D. Median and average salary, if available, and difference for 
sex and age groups 

E. Annual versus life earnings 

F. Regulations 

G. Benefits 

H. Rewards and sa sfaction other than monetary 

12. Conditions of work 

A. Hours 

B« Regularity of Employment 
C. Health and accident hazards 

13. Organizations 
A* Employers 

B . Employees 

14 • Typical places of employment 

15. Advantages and disadvantages not otherwise enumerated 

16. Supplementary information 

A. Suggested readings: books, pamphlets 

B. Trade and professional Journals 

C. Othcr'sourccs of information 

D. Lists of associations, firms, or individuals who may provide 
further Information 
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EVALUATION OF JOB OPPORTUNITIES 



Rate each job on the factors in the left hand column according to the 
following scale: 

1* Excel lent 
2. Good 
3 ♦Average 
/..Fair 
5.Pobr 

Title of Title of Title of 

Job //I Job n Job //3 



Beginning Salary 
Possibility of Raises 
Work Environrasnt 
Physical Demands 
Convenience of Location 
Reputation of Firm 
Fringe Benefits 
Co-worker Relations 
Use of My Abilities 
Interesting Work 
Pressures 

Learning Opportunity 
Variety of Activities 

Service to Others 

Opportunities for ad- 
vancement 

Hours of Work 
Social Status 

TOTAL SCORE^ 

69 
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VITAL 
GLOSSARY 



. Section 1 



Aperture ca^d— An "IBM'!-type card with a small film window near one end which 
contains microfilmed occupational information. 

Aptitude — The capacity for learning; a natural ability. 

Career Analyst—A professional trained in the art of researching general and 
local occupational information and writing job descriptions. 

Dictionary of Occupational Titles (D.O.T,)--A publiccition of the U,S, Department 
of Labor which contains a numerical and alphabetical list of all the jobs 
In the United States. 

Entry skil ls--Those skills which the individual must master before he is 
considered for initial employment in a given occupation. / 



General Aptitude Test Battery (GATB)— An aptitude test developed by the Federal 
Government ("Department of Labor) which has a high correlation between 
aptitudes and job success. 

General Occupational Infonnation--Those things about a job that remain constant 
in any geographical area; i .e., physical traits, personality traits and 
aptitudes. (Local variables depend upon differences in employer requirements) 

Handicapped--A disadvantage that makes achievement unusually difficult. 

Hard copy— The copy oi? **printQut" of the occupational information contained on 
aperture cards • 

Oob family—A group of occupations which all require closely related entry 

skills, aptitudes^ and training. (CI sters group all occupational l^^v^lr in a field 

Local "occupational infomalion— Those job characteristics, conditions, pay, benefits; 
raquiremcntb that are pertinent to a specific geographical area [and manpower n^^eds 

Occupational Aptitude Pattern (OAP)— A cluster Df aptitudes as reflected by 
the GATB which specifies capacities considered important to a worker in 
relation to adequate performance in a specific job or occupational family. 

On-campus v/ork station— The part-time assignment of a special education student 
to work with and assist regular employees of the school system who work 
on the specific campus where the student receives training. Examples 
would be assisting in the school cafeteria, assisting on-campus 
maintenance crews, and assisting on-campus custodial staff. 

On-job-training"-The student is placed in a specific job in the correnunity 
where he receives legitimate training leading to possible future 
employiTjtint. The student usually works for a limited wage while in training. 
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Special education— The provision of services additional to, supplementary with, 
or different from those provided in the regular school program by a 
systematic modification and adaptation of equipment, teaching materials, 
and methods to meet the needs of exceptional children, 

Teacher*s guide— ( Curriculum Guide) A handbook designed to be used by * 
teachers. It Introduces students to the basic concepts and attitudes 
that are needed to enter the world of work. 

Training station— Place where a student is receiving some form of occupational 
training, either on-campus work station or with some business firm In the 
community. 

VITAL — An acron^TE for 2p<^ational information X^^^^ia"^^ Applied Locally, 
Vocational— Being In training In a skill or trade to be pursued as a career, 

jSrSb^?;^ni^''^^^^ ^r^' '^1!^'"^ ^^^^'9ned to learn specific 

I? ^r.^^^J^s where he can be given supervision by his ' 
special education teacher or by the vdcational adjustment coordinator. 

""""^"^.Sln ^f"" "^^^ ^^^^^ occupations that are 

!?? ?w 5/^^ "'^^ Indicate the world In which a student 

will live after completing high school training. 
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VITAL CAREER INFORMATION CENTER 
^ P. 0. BOX 44064 CAPITOL STATION 

BATON ROUGE, LOUISIANA 70804 

GLv 3SARY OP CAfiEER GUIDANCE TERMS'^" 
Section 2 

i . Abilities; - Actual power to perform acts, phyeical or mental, whether or not 
the pc-er 13 attained by training and/or education. Ability implies tha\, 
the task can be performed now. 

A driPtatility ^ the quality of being able to adjust one^s self to changing 
expectations within an occupation* 

3- Adjustment - I'he process of personal modification which one must accept as 

part of the changing world. Jndica^.t.J by aff^^ctive behavior -feelingc anJ emotions, 
J0£;ni:.ive behavior) 

^* Al titudes - The tendencies, capabilities, or potentials to learn or under- 

^ stand. .I'oorcj cr./'il-ie General AptiluJe Tect Battery" can be compared with "Occupational 
Aptltuju l.'ii^ern" noi.TiC anJ "Specific Aptitude raluern" r»crins i^or local occupations.) 

5. Attitudes • Relate to tendencies to accept or reject particular groups of 
individuals, sets of ideas, situations or values reflected in speech, and behavior. 

6. Avocational - An activity pursued in addition to one^s work mainly for 
leisure (hobby). Any individual whose career provides him with a means 
of jivelihood and some leisure time can find satisfaction through his 
avocation in areas of life O'iher than his career. 

7* Career - The sequence of occupations and/or jobs engaged in or occupied 
throughout the lifetime of a person, 

8. Career Develoment - A continuous, aevelopmental process, a sequence of 
choices which ^om a pattern throughout one's lifetime and which represent 
one's 3elf-concept. 

^^ Career Development Process - A lifelong process which involves a series of 
experiences, decisions, and interactions, and which, taken cumulatively, 
results in the formulation of a v .3 self-concept and provides the means 
through v;hich that self-concept can be implemented both vocationally and 
avocationally. 

10. Career Education - Means of implementing and facilitating an individual's 
career development. 

11. Career Plarjiin^ and Preparation - Describes the process whereby a person 
examines his interests and abilities in relation to careers* As decisions 
are nade vathin his chosen career field, he must fulfill certain education 
and training requirements. 

Cluster (See "Occupational Cluster") 
12* Cogjiltive Beha\j.Qr The conceptual, perceptual, and motor prooer^-e^ in\ol'.ed in activity. 

13* Coinnunipv - Body of indiv .duals organized into a unit linked by common in- 

terests~(society-at-largejpeople in general. )( Also, involves school -community activitie5=) 

l4. Concepts - Ilajor ideas, thoughts or notions identified as essential to the 
career development process. 

15» Conditions ~ Circumstances which exist as a res'olt of modifying factors. (For 
exaT.ple: the unemployment rate and its relationship to government spendinjg, 
working condition'- are the lo'-ation, surroundings and enM ronm«^-nt ir. vhi-^h a 
specific job c^nirr,"^ 

^ ^ From Wi^jconsin ana other jtate career carriculum ^:iu io;;, ^:lo::;:ar i*-/ aru- Ji-'Monarier.. 
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I><<cl3lon Making - Determination arrived at after conaideration. (R^uire* ^Idllt) 



17 • Deci8ion'4Iakin^ PrQcesa • Act of deciding upon an occupational courae of 
action in a systematic way, uj3ing-decipion making skill?, 

18. D.O.T . - 'Dictionary of Occupational Titles - Comprehenaive occupational 

Informatinn resource ^Alch classifies Jobs alphabet Ircally, numerically, by 
worker trait, industrial categories, divirions, and groups; also deFcrlDe? jobs. 

19* Dignity and Worth - Degree of eateem (intrinsic worth) and relative valuta 
of a person related to moral , intellectual ^d personal values • 

20. Economic Structure - The arrangement of the economic components making up 
the free enterprise eystem (incone earner, producer, consumer). 

21. Educational Preparation - An educational process whereby a person meets 
certain competency requireoients in order to enter and remain and advance in 
a certain occupation. 

22. Bnployability - Being able to secure and maintain employment through prox>er 
training and the exercising^ of good work habits. 

23« Employment Trends • General direction, aevelopment and movement of ^obs 
v^ch includes: (1) Ifliether workers are ciorrently in demand; (2) Whether 

* employment is expected to increase or decrease; (3) What the main factors 
are which can influence the growth and decline of the occupation* 

2k. Entry Level - The first job one asstmies in an occupational area. 

25« Environment - The surrounding conditions, influences or forces that influence 
or modify the career development process. 

26. Evaluation Procedures - Those procedures designed to test the effectiveness 

learning activities and objectives. (Student self -asses fnaent is one example) 

27* Extrinsic - The easily identifieble and extraneous features of occupations. 

• (Such as pay, hours) 
28 • * Financial Aids - Monetary assistance which enables one to meet necessary 

occupational trainjjig and/or educational requirements. (Also called ptudent aid) 

29. FoXlov-^ Service - Finding. out what happens to students after they leave.echool 
to ^id their work or educational adjustment and improve the pchooi's program. 

30. General Education - Often referred to as a liberal education; It is training 
of a broad academic nature which does not have a particular occupational 
objective. (May involve training which 'helps a student reach generiil life-goals.) 
(Goals-Somethings which one desires or wants most to reach — achieve) 

31» Qutaimw - An organized eff<irt to help the indiV'idual reach his full potmtial, 
including self-assdesmenttcareftjawarene-^'f, exploration, selection, preparation, 
placement, and follow-up as gteps in the career development process. 

32* Individual Potential - Desci*ibes the capacity of the individual for changing 
and/or developing into a state of selfHTulfillment. 



33* Indust^ - A group of productive, profit-maJcing enterprises that have a 
. similar technological structure for production and that produce or supply 
technioally sub^ititutable goods, services, and sources of income. 
(Also, an ecoDomfc .unit, generally at a single physical location where 
business is conducted or where re^vlcer or industrial operationr. are performed. 
An establishmefj* .ift claawifled by type of activity in which engaged and by 
a numerical code ilsir-? the Stflndttril IndUff^- ^^^^ pi ahH nmtlpn (SlC) lU&ual- ) 
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Jij, I n>>ticutions. - Tlio sum total of the patterns, relations process, and material 
xnatnoments built up around major hunian activities • They regulate and 
standardize the behavior of employees, ( Also,edu^-'atlorial institutions, Fuoh as s hools) 

35« Inte r de pe ndenc y - Mutual dependence on one another • 

V 

.In terests _ Through the study of self and occupations within the work vrorld, 
one expresses a preference for an occupational field or otraar area. Intererte may be 
•3xpr*^rsed verbally as prei'erencer, inventoried on check lists or cuertionnairer, 
manilested hy actions ♦ .'eha\io. ani participation, and teFted under controlled conditions, 

37# Interplay - I^utual action or influence - describes a reciprocal ^relation- 
ship, 

38. Intrinsic - The internalized or inner values of an occupation which take 
on a personal significance. 

39» Job - Bmployment undertaken for ranuneration involving specific duties la ar. organization. 

kO* Job Description - Descriptive statement of accoimt giving properties of a 

particular job. (Includes purposer, dutiep. working conditions, pay, hour?, renf/'i^L, 
opportunities, voxkei trails and avialificaLion requirements, training and otr.e^ joD aata^ 

kl* Job Families - Describes jobs which are related through similarity in work 
performed; tools, equipnient and materials used; knowledge needed; and mental 
and physical characteristics required of workers* 

42. Job Fam ily - Employment related through coninon elsments of job or worker characteristics 
such as similar joc duties; tools or equipment used; knowledges, skills and traits needed. 

Job Level - Position of a specific job based on achievement, importance and 

value. Jobs may be ••CLiked by prestige, vaj^es^ authority, freedom, education or intelligence 
of workers. 

kk^ Job Requirements • Specifics needed to satisfy a particular area of work- knowledges, 
flidlls/ .abilities, personal traits, training and experience required. 

45« Learning Activities - Those teachiiig strategies identified to implement 

topical areas. Ii.Li.^s :^ri-: to bring about kr.ovleJgec, jkillc, urJer:itaniirx ci behavioral 
changt.-.. 

^* Learning Outcomes - Those achieved knowledges , jkillc, unier.^taniingc, a^.^i* xicr or 

appreciat.icn. '^-'hls^h have icnon.- t.r itt j the reaching of objectivej or behriviti-il change.:. 

Lei3\H*e_Time - Free time after the practical necessities of life have been 

attended to, an increasing coinnodity in our society due to technology. 

It is that time which may be filled with activity which has its reward in 

doing rather than in the end product. (May involve avocations, hobbies, or recr^jations) 

k8. Life Style - An individual's way of life determined by attitudes and values 
expressed in a self consistent manner. 

^9* Ob.lectivea - The teaching vehicle used to develop an understanding of ah 

expressed career development concept. (Usually state i in measurable term/.) 

50. Occupation - Work activity in various Job settings in v^ich people engage 
in a group of sinilar tasks organized in similar ways. It occupies the 
worker for a period of time but does not require single -minded conmianent. 
It requires differentiated training but may involve considerable retraining. 
('Occupational Cluster- 1 gmgf of occupations occurring at all Job cltssilication 
levels within a field or ar^^-a o*'' work) 

75 



Occupational Clusters - Describes occupations which are related and grouped 
according to type of work, skill or worker, and place where work is carried 
on. Usually listed as a group of occupations arranged according to job 
classification levels within an area of work, 

52. Occupational Expectations - Rewards and satisfactions which a person antic- 
ipates from ar. occupational choice which must be considered in relation 

to self. 

53. Occupational Fiel ds - Areas of vocations in society. 

54. Occupational Information - Valid and usable data about occupations, in- 
cluding duties, requirements for entrance, conditions of work, rewards 
offered, advancement pattern, existing and predicted supply of and demand 
for workers, and sources for further information. 

55. Occupational Level - Position of an area of work based on achievement, im- 
portance and value. 

(On-Site Visitations-Field Trip/Observation) 

56. Personal Attribute s - Intrinsic qualities of an individual which he must 
consider in relation to his choice of job and/or occupation. 

57. Personal Neede - Relating to a particular person in a private manner— 
must be met through/his occupational choice. 

58. Phase - A stage or interval in a developnent or cycle^lndividually or as a group. 

59. Pl^acement - Beiiog placed in the. suitable class, section, social group, part- 
time, full-time work or other activity^ (Usually eval^oated by a "follow-up") 

60. Plant Tour - A visit or field trip to learn about occupations in an organization- 

61. Relevance - The identification of occupational elements which must be 
pertinent, appropriate, or applic^le to the individual. 

62. Self - The entire make-up of the individual, emphasizing the relationship 
between the individual's changing perceptions of himself and a meaningful 
carreer choice. 

65. Self Appraisal - To evaluate one's self with respect to one's attitudes, 
values, etc., so that a realistic decision and choice can be made. 

6k. Sequential - Used to describe the continuous and .-onsecutivo phases of the 
'career developnent process. (Aflsociated with scope - number, variety, and 
i^OTplexlTiy ofphases) 

65. Service Occupations - Work which meets the needs , oomfo^t, and safety of pecple. 

66. Significant Ad\xlts - People who through effective interpersonal relation- 
ships influence the career choice of others. (Parents, teachers, counselors, and 
other resource people) 

67. Skills - The ability of an individual to use one's knowledge effectively in 
the execution of work performance* A developed aptitude. 

68. Social Needs - Needs of society which are met through people working In 
occupations necessary for the sustenance of that society. 
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69. 3 ^9caali2aiion - Qi^ality or state of being specialized for use of employment 
in special Ixne of work. 

70. Stafl:e - Period or step in a process, activity or development, 

71. Technical Occupations - Occupations related to specific mechanical and 
scientific knowledge, 

72. Technology - Application of scientific principles to industry, 

73» Topic - Specific teaching content which enables the implementation of 
stated objectives. 

V alues - Standard of judgment accepted by persons, groups, or institutions, 
stemming from and conditioned by their societal contacts* 

75. Vertical Mobility - Movement between jobs considered to have different status* 

76. Vocation - Implies a dedication or long-term commi*taient with a high level 

of requirements, rewards and expectations of work engaged in by an iniividual. 

77. Vocational Guidanc e - An "individualized" aspect of the educational program 
which is designed to enable each student to reach his full potential in 
the ajrea of career development, 

78. Vfork - Pulfillment of job duties, expectations for which one has been em- 
ployed in order to provide a ^'purposeful" means of livelihoods 

79. Work World - The breadth of career opportunities, and the unique aspects of 
occ-upations in relationship to an individual preparing to make a career 
decision. 
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TARGET POPULATION 
SELECTED 



DEFINE JOBS TO BE 
SURVEYED 



DEFINE INDUSTRIES 
TO BE SURVEYED 



DEFINE DEMAND 
COLLECTION REGIONS 



DESIGN DATA 

COLLECTION 

INSTRUMENT 



SELECT 


DATA 


C0LLEC1 


'ORS 



TRAIN DATA 
COLLECTORS 



COLLECT DA^A 



PROCESS DATA 



PRDfT REPORTS 



DISSEMINATE 
REPORTS 



Pijm'ro 14. Soque/Moe Chart for Occupational Information Survey 
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TABLE ^ A, LGUI;-:a:;A WL.i'K r rCE .'rMMAKY 

(In Thcunar.d:^) 



Dec. 

1222 

; ly ^ce i,/^9*^" 

:irr:x<TA:.:' 73.0 

Pcrcoril V.'crk Force c 5.1 

N^NAGMCULTV-'AL WAGE A::L L'/dAilFJi HKER.^ (1)... 1,165.3 

Mirnr:G and ;uA:urfi?;G ^ 

Crude Pctrv^leun Sc }la*\:ral Gat: rroduci-ion 




Ncnr.elyllic .-uarryin^ 

c ktka:t c i^*:riv.: 

MANUFACTUi-Iiri 

I\iralle Goods , J 

Lumber & Wood IVoducts 

Purniliu'e -ixUircL" « 

Stone, Clay Glass ! .duc:s 

Prjjnary Metal Products 

FabricaV'd Metal ?r^'&dczs 

Machinery, E:ccept iTlec*>.ricai 

Electrical Ecuipner.t. 

Transportation Equipnent ^ 

Other* Durable- Goods' (Z) 

Mondin-able Goods \ 102.1 

Food Sc Kindred Products ' 30.3 

Textiles^ Apparel ill.7 

Paper Sc Allied Products ,16.6 

Printing, Publishint^ ic Allied roducts 1 7,7' 

Chemicals & Allied Products ^4,. 8 

: ^troleum Ccol IVoducts 10,2 

Petroleum F^efining 

Other Nondui-ar\lo Gc^ds (3) 

TRAM.:., coMji., .\::d hbli: UTrLiTiF.- 

Interstate railroad ^. 

Other Tranrportaticn 

Communication & Public Utilities 

TRADE 27^.^ 

VHiolesale Trade 75*9 

Retail Trade ^ 198^5 

General Merchandise, Apparel & Accessories.. 55.0. 

^^ood 31.b 

Automobile Dealers a Service Stations 33.3 

Eating & Drinking Places 38.1 

Other Retail Trade 40.1 

FINAIICE, INGUPANCE AND R£A1 ESTATE 55!a 

Banking 16.2 

SEPVICES MID MISCSLLAIIBC'US 170. 4j 

Hotels & Lodging Places 13.61 

Other Services Miscellaneous 156. 8i 

GOVERT^^IH^T 2/^.8 

Federal 30. 4, 

State ^ Local , 212.4 

Omil NONAGhlCULTURAL 3^J^0TO£riT (4) [ U^ll 

AGRICULTURAL H^u^LOYMETJT 44..0 

IN^/OLVED IN ^ABOR DICPUTE ; ]. 2)0 



Nov. 


Dec. 


Nov. 


Dec. 


mi 


ivy:: 


1973 


1972 


1 , /Jll . C 


1, 433.2- ■• 


-42.2 


- 3.8 


ac.2 


74.1 


- 7.2 


- 1.1 


5.5 


5.2 






1,160.1 


1,143.0 


^ 5.2 


+22.3 


52.5 


52.9 


0.0 


- 0.4 




49.3 


0.0 


- 0.5 


3.7 


3.6 


0.0 


+ 0.1 


87.7 


86.2 


- 0.5 


+ 1.0 


184.6 


181.4 


- 0.8 


+ 2.4 


82.2 


80.7 


- 0.5 


+ 1.0 


16.8 


16.6 


- 0.1 


+ 0.1 


1.6 


1.5 


- 0.1 


0.0 


7.6 


7.4 


- 0.2 


0.0 


6.1 


5.7' 


0.0 


+ 0.4 


10.2 


10.0 


- 0.2 


0.0 


7.1 


7.0 


0.0 


+ 0.1 


6,9 


6.5 


+ 0.4 


+ 0.8 


20.1 


19.4 


- 0.1 


+ 0.6 


■ 5.8 


6.6 


- 0.2 


- 1.0 


102.4 


100.7 


- 0.3 


+ 1.4 


31.0 


29.5 


- 0.7 


■H 0.8 


11.6 


11.1 


t 0.1 


+ 0.6 


16.6 


16.9 


0.0 


- 0.3 


7.7 


7.6 


0.0 


+ 0.1 


24.5 


24.7 


+ 0.3 


+ 0.1 


10.2 


10.1 


0.0 


+ 0.1 


9.3 


9.3 


0.0 


0.0 


0.8 


0.8 


0.0 


0.0 


98.9 


95.4 


+ 0.1 


+ 3.6 


8.2 


8.2 


+ 0.1 


+ 0.1 


55.4 


54.5 


- 0.2 


+ 0.7 


35.3 


32.7 


■i 0.2 


+ 2.3 


268.5 


272.9 


+ 5.9 1 


+ 1.5 


75.8 


74.9 


+ 0.1 ! 


+ 1.0 


192.7 


198.0 


^ 5.8 


+ 0.5 


49.8 


55.0 


+ 5.3 


+ 0.1 


31.5 


31.7 


+ 0.4 


+ 0.2 


. 33.3 


33.1 


0.0 


+ 0.2 


38.0 


37.9 


+ 0.1 


+ 0.2 


40.1 


40.3 


0.0 


- 0.2 


55.1 


53.4 


+ 0.1 


+ 1.8 


lo.l 


15.3 


+ 0.1 


-.- 0.9 


170. 1 


167.7 


+ 0.3 


+ 2.7 


13.5 


13.0 


+ 0.1 


+ 0.6 


156.6 


15417 


+ 0.2 


+ 2.1 


242.7 


233.1 


+ 0.1 


+ 9.7 


30.3 


30.3 


+ 0.1 


+ 0.1 


212.4 


202.8 


0.0 


+ 9.6 


166.5 


167.9 


-21.4 


-22.8 


62.0 


47.0 


-18.0 


- 3.0 


2.8 


1.2 


- 0.8 


+ 0.8 
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DEFINITION' Or INIVST^Y GtCUrj 

The Industrial cl.<s<iit icitio*ii» covered in/'{his reldse aro as foUov/s: 

MINIuo r^tr.jc^ion of riinoril^ ouch as crude oil ami natural g^vs 

prod'jcti?)" rictjril gis liquids, oil and gos field 
contract field s-er/icos, salt, iulphur, s^ind and gravel 
qu jrries. 

CXjN5P-'UCTI0\ oenerol contractors i:\ the construction of buildings, 

ni^^hwiys, bridges, ind special tr«ides, such as plumbing 
jnd pilnt^Tig. 

f.'Arrjr ACTJ^Ur.o ^rodjctlon of 4 finishod product which is ro^xiy for 

utilir,<ition or ci n^.'.mpt iort; «ind seiri-f inished product to 
becov r/A nntori.il for further r^inufocturing, 

"I-^^'Z. -iATTw'., Aii^ w t; jc^ , hj'. .nd pipe lines with rcl.Ttod services; 

r •C/'.r.irATI ^ W'^eho^. u.t,; t*,>li'p^'0^^ telegraph services; radio-tole- 
l^rniTII^ vi> io ^ *;titiorr~,; ol'ct.ic, qio, 5to<im «ind water companies, 

TBA: r '/.'•^J< le '^orch '.tc. ori}''H-d in lir/in3 md soiling on tuir 

c.r ' our:t . ' et. il '.tor*-*^ sX-Uinu Cjfner»il mc>r<-h mdi so 
incladinq depjrtnont stoie', grocery stores, rcstaunmts, 
h'ird..jr(, ^pp.irel ond 'Utcrr.otivo supplies. 

?I:JA:^i*;,, rirt/c., lecurity d-^.-ilers, loan agencies, insurance carrieis 

f. ?:{ AL LCTATL no Irokers, and re^il estate agents ,)nd brokers. 

Sf'^^Viri":, t Hotels ,ind lodging places; personal, business, rcpnir, and 

fcUS^ LLLAT^rVvJo .vruser.ent services; nodical, legal, engineering, and 

other profe-isionil '.orvices; educ^jtion institutions; nonprofit 
ro'-'tc^rshLp orgdfiizations; and other nisce 1 lancous services 
jro inc Jaded. 

GOVHRTJViNT This division i*icludes all Federal. State, local, and 

Intornotional governrr^ent activities, such as the legislative, 
judicial, and ad^^ir i'^tritlve functions as well dS gover'ifnent- 
OAned or operated busirtess enterprises- 

lot'>l *ov*'rc:i rrplo/T.erst 
Vini-r^ 

Contr.iCt ron<,triction 
I'.ii^i iCturiii^ 
Tr.ms., Co-«r. F, Utilities 
Ir id*^ 

nn:')ce, Ifis. K UC'jI rotate 
3ervic« ^ Sv* ILk.^ous 
Co v<' rarest 



1970 


1971 


19V? 


100. 0>5 


100.0% 


100. Q%' 


6.9 


6.8 


b.6 


9.8 


9.8 


8.7 


?3.9 


^3.3 


19.1 


11. 0 


11.2 


9.1 


?7.6 


30.1 


27.0 


t.7 


!^.8 


t).3 


i: .6 


1 J.O 


It). 4 






9.8 
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1970 CEHSUS 

RANK ORDER OF TltOSB EMPLOYED BY OCCUrATIOm CAinGORISS 



RANK 


OCCUPATIONAL CATJJGORY 


EMP'aJYED 


PERCENT 


1. 


Profassionul, techrxical, and kindred workers 


20,383 


19.87 




a* Te«>cher8. elementary and aecondary schools 


4,300 


4.19 




b. HeaUh workers 


2,433 


2.37 


2. 


Clerical «nd kindred workers 


18,470 


18. CO 


3. 


•r«£tao«n, foreoen, and kindred workers 


15,884 


15.48 




«• Conatruction craftaoen 


5.127 


4.99 




b* Mechanlca and repalroen 


3,049 


2.97 


4. 


.*»iirvlcc VotUarc ^ 


11,595 


11.30 




A ^ Cluinlns and /food a«rvice workers 


5.871 


5.72 




b* Pflcaonal «n]l hMlth service vorkera 


2.748 


2.68 




c«, Protaetlv^ a«rvlce workers 


1.363 


1.33 


5. 


KsDSgera Atid admlniatrators, except farm 


9.428 


9.19 




a. Salaried 


8.035 


7.83 




b. Self-acployed in retail trade 


675 


.66 


6, 


Opftratlv«a, except transport 


7.829 


7.63 


7. 


Salea workera 


7.283 


7.10 




a. Retail Trade 


3.851 


3.75 


8. 


LibG79Z, except faro 


3.734 y 


3.64 




Tranaport equipcsnt operatives 


3.705 


3.61 


10. 


Private household workers 


3.508 


3.42 


11. 


Faro Vcrksrs 

TOTAL^EMPLOYED, 16 years old and over 


758 
102.577 


.74 




LABOR FORCE CHARACTERISTICS 








OF EAST BATON ROUGE PARISH 








PJINK ORDER OF THOSE EMPLOYED IN OCCUPATIONAL CATEGORIES OF 






DICTIONARY OF OCCUPATIONAL TITLES (D.O.T.) 






(Based on 1970 Cenaua Data)* 






RAHK 


D.O.T* OCCUPATIOKAL CATEGORY 


NUMBER 
EMPLOYED 


PERCENT 


I- 


Proieaalonal, Technical, and Managerial occupations 


29.811 


29.06 


2. 


Clerical and S^lea Cccupationa 


25.753 


25.10 


- 3. 


Kacblna Tride^. B^nch Work, and Structural Work 
Cccu'paclons (Including forea)en) 


15.884 


15.48 


4. 


Servic« Occupotions 


15.103 


14*72 


5. 


LsbofATa (aU categories, except fara) 


3.734 


3.64 


6. 


Moisr ?tctsht and Transportfttlon Occupations 


3.705 


3.61 


7. 


Faro Workers 

^CTA;. EMPLOYED, 16 yrs,-A 


758 
102.577 


.74 

y9.98 



The Jata from t>ie censup ta not er.tlrftly coopatlble with the occupational 
categories used in the D.O.T. Tl\ercforc cooparisono need to be used with 
caution. For extjuple. the census ri«ccs croftsncn. foremen, and kindred 
workers aU in one category instead of aeparating thca into managerial, 
machine trade, bench work, and structural work occupations as is done in 
the D«o*Tj The census also has a separate category for laborers, while 
the D.O.T. classifies laborers for e*ch la^Jor category of occupations. 
Fgrtherriore, the census docs noC have^r^ specific occupational class!" 
flcatlons within each ciitegory as does the D*Q.T. 

03 VITAL Career Inforiaation Conter 



TABLE k 
RANK ORDER OF 

THPES OF EMPLOTERS liAVING I.ARGS^T t>i?LOYMEHT 

IN 

BArON ROUGR AREA 
(Based on Labor Area Trendy . Dec, 1972) 



RANK 


nJDUSTRIAL CLASSIFICATION TYPE 


EMPLOYt-lENT 


PERCENT 


1. 


Government-Federal, State, Local* 


31,300 


22. 8A 


2. 


Trade-i-Jholesale, Retail 


25,100 


18.32 


3. 


Services 


15, AGO 


11. 2A 


i. 


Contract Construction 


12,A25 


9.07- 


5. 


Chemical and Petroleum Products 


11,700 




6. 


Finance, Insurance and Real Estate 


6,650 


A. 85 


7. 


Transportation,, Communication, and Public Utilities 5,-475 


A. 00 


8. 


Food and Kindred Manufactured Products 


. 1,825 


1.33 


9. 


Printing and Publishing 


1,100 


.80 


10. 


Agriculture / 


1,100 


.80 


11. 


Fabricated Metal Products 


850 


.62 


12. 


Stone, Clay and Glass Products 


850 ^ 


.62 


13. 


Crude Petroleum Production and Mining 


500 


.36 


u. 


Lumber and Wood Products Manufacturing 


300 


.22 




vSubtotal- 


- 10A,975 


83.61 




All other non-agricultural employment — self- 
employed, unpaid family workers, and domestics 
in private households 


U,950 


10.91 




All others employed in manufacturing of goods 


1,100 


, , ,.;§o 




TOTAL E2-5PLOYMENT 


130,625 


95.32 




Unemployed — varies, but as of Dec.^ 1972 


6,375 


^.65 


TOTAL 


CIVILIAN LABOR FORCE 


137,000 


99.97 



Includes all regular government functions and government operated 
facilities. 

\ 

Compiled by VITAL Career Information Center 
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CONTACT 
PER:30N 



TABLE 6. FOHI^IS AIJD E3IVSL0PE3 IJEELJED BY CONTACT PERSON FOR SURVEY 
BY 3TA;-JDAHD -IN DUSTRIAL CLASSIFICATIONS 
(Ti^o Digit Codes) 
CODES -BUSINESS, INDUSTRIAL, ORGANKATION GROUPS 



Ti{U'< ftiui I V>tTip(ionj. of Industrii-^ 
r»t\ Utf^n A 



I)iM>ion M 



r^ion C 



I)ivi«.ion D 



AgricnUurc, f<)re:^try, and fishing 

Mrtjor OroiipOl. AgriouUviral production— crops 

Mftjor Groiq) 02. AgricuUurul production — livestock- 

MajoP GroMp 07. Agriuulturnl >crviccs 

Major Croup 08. Forestry 

Major Group 00. Fishing. luifttinK. and trapping 

Mining 



Major Group 10. Mcta! mining " 

Major Group 11, Antlirncife uiining 

^^.'^jor Group 12. Bituniinous con! and lignite mining 

Mfijor Group 13. Oil and gas extraction 

Major Grotip M. Mining and.qii:irrying of nonmotallic niincials, except 
• fiiels_- 



Long 
Forms 



Construction , 

Mnjor Group l.V Building construction— general contractors and opera- 
tive builders . 

Major Gt>up IG. Construction other than building construction— general 

contrnctors 

Major Group 17. Construction— specinl trade cqntractorj; , 

Manufacturine. " ^ 



Major Group 23. Apj)arel and other Jipished products mnde from fabrics 



scturmg 

Major Group 20. Food nnd kindred products 

Major Group 21. Tobacco manufactures 

Major Group 22. Textile mill products 

her fipi 

niid siuularjjMtt^nal&. 

Major Group 24. Lumber and wood products, except furniture 

Major Group 25. Furniture and fixtures _. 

Major Group 2G. Paper and allied products 

Mnjor Group 27. Prmting» publishing, and allic<i indu^itries 

Major Group 2S. Chenucals and allied products 

Mnjor Group 29. PetroU»um refining and related industries 

Major Group .'JO. Rubber nnd miscellaneous plastics products 

.Major Group :jl. leather and leather products 

Major Group 32. Stone, t^lay, gla<i>, and concrete product^. . . 

MAjor Group 33 Primary metal uuluslrics 

Major Group 34, l-'abricatcd motal products, except machinery 

traii*^portfttion equipu'rnt 

^^ajor Grotjp 3.) Machinery, except electrical. _ _ _ 

Major Group 36. Kh-clrtcal and electronic machinery, e<|UipnU'nt 

upphes ^ 

Major Group .i7 'rian<.p<.rtation equipuient 

Major r,roup 38 Moa-uring, analyzing, and controlling instruments 
pliotographic, mcdieal and optical goods; \\atch<'< 

and ci<'oks. _ „ 

M.ijor (irjmp .30. Mi>cenaiieous maiuifaituring industrie>_ 



ud 



and 



Trau'-portntion, conuruuication^, electric, gas, and sanitary services. . 

Major Group 40. Railroad transportation 

Major Group 41. Local and ^uburban tAiiV'^it and internrban highway 

pa>.«;enger transportation , ^ 

.Major Group 42. Motor freight transportation and warehousing 

Major Group 43. U.S. }Wal Service 

Major Group 44. Wat4-r transportation _ 

Major Group 4.5. Trnnsportation by :iir 

Ma;or Group 4G. Pipe line^, except natural gi^ 

Major Group 47. Tran^portntion services 

Major Group 48. Communication.^.! 

Major Group 49. KJcctric, K;k'», and sanitary services , , . . , 



Number of 

Enve- 
lopes 
for 



Short 
Forms 



Return 
Enve- 
Maillnj loyies 



SUB-TOTALS 
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10 X 



ERLC 



CONTACT- PERSON 



Division 



Division G 



Division H 



Division I. 



Division J 



Division K 



■FORMS AND ENmOPES NEEDED BY CONTACT PERSONS FOR SURVEY 
BY STANDARD INDUSTRIAL CLASSIFICATION^ 
(Continued) 

, CODES-BUSINESS, INDUSTRIAL, ORGANIZATION GROUPS 



Number of 



Wholcsalo trade 

Major Group oO. Wholesale trade— durable goods 

Major__ Group 51. Wholesale trade — nondurable goods. 



Retail trade. 
Major Group 52. 



Building material, hardware, garden supply, and 

mobile home dealers^-. _ 

Major Group 53. General merehandise stores _ 

Major Group 54. Food stores 

Majjor Group 55. Automotive dealers and gasoline service stations,. 

.Major Group -56. Apparel and aecessory stores 

Major Group 57. Furniture, home furnii^hings, and equipment stores. 

Major Group 58. Eating and drinking places ' 

Major Group 59. MIseellaneous retail L,,. 



Finance, insuranec, and- real estate 

Major Group 60. Banking 

Major Group 61. Credit agencies other thaij banks 
Major Group 62. Security and eommodity brokers, dealers, exchanges, 

and serviees 

Major Group 03. Insuranee 

Major Group 64. Insuranee agents, brokers, and serviee 

Major Group 05. Heal estate 

Major Group 60. Combinations .of real estate, insurance, loans, law 

offices 



Major Group 67. Holding and other investment offlees. 
{services C, 777! 



Major Group 70. Hotels, rooming houses, camps, and other lodging 
places 

Major Group 72. Personal serviees - _ 

Major Group 73. Busine«5tj serviees. - 

Major Group 75. Automotive repair, services, and garages. 

Major Group 70. Miseellaneous repair serviees... _ 

.Major Group 78. Motion pietures 

Major CJroup 79 AnniNemont and recreation .•'er\ ice^, o\ropl motion 
picture^ _ . _ 

Major Group BO. Health J^ervice^, 

Major Groui) H\. Legal services. 

.Major Group 82. I-Mucational }?ervicos ... 

Major Group 83, R<>cial *^cr\ ifes_ 

Major Group M. Muj^euius, art galloiics, l)(>tanical and zoc»l(igiral 
gardens. . 

Major Group 86. Membership organizations 

Major Group 88. Private households [ 

M ajor G roup S9 Mi^collaneous services- 

Public aTfnumstratioir""?" ~ [ ' 



Major Group 91. Executive, legislative, and general governmeut, 

except finance _ 

Major Group 02. Justice, public order, and safety [ 

Major Group 93 PuMie finanee, taxation, and monetary poHc> * 

Major Group 94 Administration of human resources programs 

Major Group 95. Administration of environmental quaHty and housing 

programs 

Major Group 90. Administration of economic programs i 

Major Group ^^^^ National security and international affairs _ 

Nonelabbifiable establishments 

Major^Group 99. Nouelassifiable establishmentsj: 



Long 
Forms 



Short 
Forms 



Enve- 
lopes 
for 
Mailir^ 



Return 

Enve- 
lopes 
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VITAL CAREER INFORMATION CENTER 

LOUIStANA STATE DEPARTMENT OF EDUCATION 
421 North Srnttr P. O. Box «MOft4 
BATON ROUGE. LOUISIANA 70804 . _ 

"^'^ ^lVocationai 

Vocational ^ l\/ITAI / Jnfo»*»atiom 

Information V « ' ^J^L Thchniouu 

Techniques , ,r^fT^T-n V /^^^^V^'^*^^ 

Applied ^ - FOf^ 1-LBTTER ) loCAUf 

Locally * 




Dear Employer: 

Today the new^mphasis in our educational system is on career ^ 
infomation and guidance. Students want to know what career 
opportunities and requirements occur in our local area. ■ A 
special Advisory Committee made up of representatives from 
business, industry, labor, government, education and civic groups 
^is cooperating with the VITAL Career Information Center to meet 
these student needs. \ 

You can make a valuable contribution to the career development of \ 
these students in our area schools, your future employees, by \ 
completing the attached form. The J.nf ormation you provide will \ 
be kept strictly confidential and b'3 used for statistical purposes! 
only. By completing the form you will be helping to assure the \ 
better preparation of students to^ become successful and satisfied \ 
employe^es. , q \ 

\ 

Please complete the information on each entry-level occupation 
that will lead to a career in your organization. Pill out all of 
those items on the form which apply to your organization. If 
you have previously completed similar forms for the Center, please 
review and make changes in items that need to be updated. 

If you can spend the time of a coffee break to complete this 
form, the results should be quite rewarding in the type of 
applicants you will receive for employment. When you have completed 
this, return it to the VITAL Career Information Center. 

Thank you for your cooperation. 

Yours very sincerely. 



( 
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O ^ Tlic VITAL Project is co-sponwrtd by the Louisiana Stale Department of £ducatt9n and School Boards of the following Parishes. 
Lie Ascension, East Baton Rouge, East Feliciana, Iberville, Livingston, Pointe Coupee, St. Helena, West Baton Rouge» West Feliciana. 
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VITAL CAREER INFORMATION CENTER 



Vocational 
Information 
tcchniqucs 
Applied 
Locally 



LOUISIANA STATC DEPARTMENT OF EDUCATION 
421 North Strcct P O DOX 44O04 
BATON ROUGE. LOUISIANA 700O4 



I- 011:1 2- -LETTER 




Vocational 

information 

iKHNtOUES 
ApPllfD 
lOCAUir 



Dear Employer: 

Today the new emphasis in our educational system is^on career 
information and guidance. Studentr want to know what: career 
opportunities and requirements occu in our loaal area- " A 
spec^ial Adviisory Committee made up of representatives from 
business, industry, labor, government, education and civic groups 
is cooperating with the VITAL Career Information Center to meet' 
these student needs. 

You can make a valuable contribution to the career develooment of 
these students in ouH area schools, "your future employees^, by 
completing the attached form. The information you^ provide wil"» 
be kept strictly confidential an^ be used for statistical purooses 
only. By completing the form you will be heloing to assure the 
Detter preparation of students to become successful and s^tisfie-d 
employees. \ 

Please Qomplete the information- on each entry-level occuDstion 
that will lead to a career ^'n your orgahization; Fill cut all of 
those Items on the form which aooly to your irganizat^ on. ir' . 
you have previously cotjipleted similar forms for the Centers, please 
review and malce change^ \u items that need to be updated. 

If you can spend a few minutes of your time to complete this 
form, the results should be quite rewardir.g in the' tyoe of 
applicants you will recoive f .r employment. Ivhen you have cumoletod 
■this, retT;-n it to tne VITAL Career Information Center. 

Thank you\ for your cooperation. 



Yours very sincerely. 



'If Ir.! 



The VI-TaL Pf<Mrrt h fv^p.ns.vrd hv thr L*>i,iOani Statr Drpartinrnt of Ediic.ilion and Sih<K»! lV>ards of fhr fn|f,.«,nfi' Pari h« 
Ascension. EasI Baiim Rougr. F.wl F-cliciana. Ibmill^. Liv.ng.lnts Pomic Coupee. Si H«r!cn.i, West Baton Rouge W, .1 FelKiana 




lu 



FORM 2 



VITAL CAREER INFORMATION CENTER 
P. 0. BOX 44r64,rAfMT0L STATION^ 
BATOri ROUGE. LOUISIANA 70^04 

VITAL CCCUTAnCJJAL INrX-FMATIO*! ::JRVKV ft)RM 
/ 

INSTRUCTIONS: Will you please coapleto one of those forna for each Job title. Place checks 
in the appropriate boxes aud writo'in the specific inforcation requested. 



1. 
2. 
3. 

5. 
8. 



1^0. 



NAME OF ORGA.NIZATION 



DIVISION OF CRGA:jI2ATI0N (if any) 

STREET ADDRESS 

MAlUriG ADDRESS 

TOWN \^ 

TELEPHONE(S) 



6. PARISH 



NIKBER OF OffLOYESS! 
YOUR NAME 



Regular: 



Seasonal: 



7. ZIP 



EXTENSION 



Part-Tise: 



11/ THle 



12. 
13. 



OFFICE LOCAHON 



Rooa 



CLASSIFICATION OF ORGANIZATION (Chock the g^i^nr division and category, then write in the . 
V spaces belov the specif 3 type of business, industry or / 

organisation, an<3 prin<?ipal products, activities or servicij-) 



A, AGRICULTURE, FORESTRY, A.ND FISHING: 

(I) AgricuXture ^Services (2) Foreitry 

^Crop« Soil or Fishing 

^Livestock Vetwrlnayy (4) K-jnting 

LAndscApe (5) ^Trapping 



(6) Other (SutC;): 



C. 



E* 



MINING: 

(1) ^Otl and Gai Extraction; 

(2) ^Other Minerals: ( ^Clay; Gravel; Salt; Sand; Shell) 

CONSTRUCTION: 

(I) Contractor: ( ^General Building; Heavy Construction; Special Trade) 

MA.NUFACTURINC: 

(1) Food (7) , Chepicals (13) ^Fabricated Metals 

(2) ^Apparel (8) ^Pctrolcur, (14) Machinery 

Lumber and Wood (9) Rubber; Plastics (15) Electric Equip. 

^» Furniture (10) Leather (16) Transportation Equi 

(5) Paper and its Prod# (LI) ^Stone, Clay, Class Prod, (17) Instruments, Photo, 

(6) 



_Printins; I'ublishing (12) ^Priaary Metals 



TRANSPORTATION AND PUBLIC UTILITIES: 

(1) Local and Inrcrurban (3) rer Transportation 

Passenger Transit (4) ^I'ransportation by Air 

(2) ^Trucking and Ware- (5) Cociaunlcatlon \ 

housing 



Medical, Optical Goods 

(18) ^Misc. (Other typepns. 

(State): 

(6) Electric, Gas, and 

Sanitary Services 

(7) ^Other (State): 



\ 



P. WHOL£SALE TRADE (State type) 



RETAIL TRADE: 

(1) ^Building Materials (4) Automotive Dealers & 

& GatJen Supplies Service Stations 

(2) General Merchandise (5) Apparel and Accessory 

Stores Stoics 

(3) Food Stores (6) Furniture and Hone 

Furnishing Stor'^n 



H« „ FINANCE, INSURANCE, A» REAL ESTATE: 

(1) Banking " (3) Insurance Carriers 

(2) Credit Agencies Other (4) R^al Estate 

than Banks 



(7) Eating and 

Drinking Places 
Miscellaneous 
Retail (All Others 
i.e.jDrug Stores) 
Other <Statp): 



(8) 
C9) 
(5) 



Other (State): 



(OVER) 
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I. SERVICRS 

<1) Hotels and Other (5) Hlsccllaneous Repair (9) Educational Services 

Lod);lng Places Services (10) Social Services 

<2) Personal Services (6) Ainusi..nent & Recreation (11) Miscellaneous 

(3) Business Services Services Services (Account., 

W ^A"Co Repair, Service*, (7) Health Services Architectural 6. 

«nd Garages (8) Legal Services En<ilneerlm-) 

^^^^ OtKer: 



J. PUBLIC ADHIWISTRATION— GOVERNMErrr (Dlvlslon):^ 

13. SPECIFIC KIND 0? BUSI^NESS , ItDUSTRY, ORGANIZATION: 

lA. PRINCIPAL PRODUCTS, ACTIVITIES, AND/OR SERVICES _15, DATE: 

16. OCCUPATIONAL INFORMATION: 

A. JOB TITLE: . 



B. BRIEF DESCRIPTION OF WORK DONE: 



C. CLASSIFICATION OF OCCUPATION: (Please check the occupational group the Job best fits In)^ 
(1 
(2) 



D. 




O) ^AdCTlnlstrative Specialization (Accounting, budgeting, analyzing personnel and 

naterlals In the production, distribution, and consuinption of goods and services) 

or Organization yianagestent (Official, Ejcecutive, Supervisory, Managerial Wor,^) 

^Clerical (Stenography, typing, filing, recording, collecting, dlscrlbutint. 

Information) 

Sales (Selling or Influencing c^ustociers In favor of products or services) 

/ ' ' 

^Service (Housekeeping, cooking., food serving, personal serving, public servin,; 

or protecting) 

Far^^lng, Fishery, Forestry (Growing, harvesting!, gathering, protecting plants/ 

animals) 

^^h Processing (lieflning. Mixing, Treating worklnf: materials and products) 

^^^^ Machine Trades (Feedln^,, Tending, Operating, Controlling and Repairing Machines) 

^^^^ Bench Wot:< (Us In- handcools and bench machines to -rji'r.e, assemble, repair and 

Inspect relatively sr:.ill objects and raterials at bench, worktable, or conveyor; 

(12) ^Structural Work (Fabricatin,,, erecting, installir.-;, paving, painting, Co.istructln,- 

repairtng structures or structural parts of large objects) 

<13) Other Work (Transportlnf , delivering, packaging, warehousing, servicing utilities, 

arruserent, recreation cquipa^ent, cming- logging, graphic arts preparing) 

EMPLOY>£%-r STATISTICS a:;D 0PP0RTC;ITIES (Please supply the figures and inforratlon 

requested) 

Number 

Workers are presently crployed In this type job in our organization 

Workers zui/ be needed in this type Job In 1 year in our org;inlzatlon 

O) Workers s:ay be needed In this type job In 5 years In our organization 

Workers were replaced by turnover In this job the past year 

DcT^nd^for new workers In, this Job is: (Check one) (a) Decllnlngj 

f*'^*^ changing; (c) Increasing; (d) Continuously high 

Tiequiincy o£ opportuhlt les for advancement within this job are: 

(a) Noner (b) Pev, (c) Moderate, (d; Cicit; (e) Very Great 

The frequency of opportunities for prorsoclon from this job are: 

(a) H,.ne; <b) Fewi (c^_Moderate; (d) _^GrCat^,(e) ^ v«y Great 
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E. EDUCATICN AND SKILLS NEEDED BEFORE ENTERING JOB (State number of years and types o( 
education accepted and prcCcrred* Also state sklLL(s) needed, materials usrd, l«:v^l 
of performance required, such as- Typing Ski LI » operating typewriter, 40 w.p»r.. ^iccu^ately 



(2). 

(3L 

(5)_ 
«<6)_ 
(7). 



An>)unt of 
Hlnlr 
Accepted 
r »Yrs. 


Education ' 

Dci: 
Preferred 
vrs. 


) 




) 




I 




> 




) 




1 




) 





Types 



Years 



eleoenCary grades 1-6 
junior high school 7-8 
senior high school 9-12 
business school (1-2) 
vocatlonal-coch* school (1-2) 
junior college (I3-U) 
college (13-16) 
graduate school (17-20) 



(A) Sklll(s) needed: 



(b) .TypeCdof daca» ptop^e, thlr.jis 

dealt with: 

(c) Level(s) of periorrxtuce: 



F. KINDS OF TRAl>aNG AND LEVELS OF ACHIEVEMENT NEEDED BEFORE REGULAR DlPL0Y^^E^T IN JOB 



School Subjects 
(I) Social Studies 


rypes (State). 


Levels of Achlevftsjent (Check 


) 


High 


Average 


Average 


3eIow 
Average 


1 Low • 


(2) English 












1 


(3) Matheratlcs 














(4) Science 














(5) Trade and Industrial 














(6) Vocational-Technical 














(7) Business and Cleric il! 












(8) Forelp.n Lan^ua^e 














(9) Hor:e Econonlcfi 














(10) Arts 














(11) Cooperative Work- 
Study 










j 




(12) Apprenticeship 














(13) Other 




1 . 


! i 





KINDS A:«"D AMOUNTS OF T?J^INING WilLE WORKING TO LEA^; HOW TO DO T«E JOB 
Kinds of Train iPs'j: (Chfcck) 

(1) No tornsal training needed 

(2) Regular On-The-Job training 



(3) In-thc-plant training given 

in organized classrooo study 

(4) Apprenticeship training 

(5) Job-Reiated Training in 

educational ipstlttition 

(6) Other (&t«tc): 



Arount: (Che<'i' ar^nt for eact kind arc 
sta(c type cf trainir;;) 

Short denonstraticn. orly 



<1) 
(2) 
(3) 



(4) 
(5) 
(6) 
(7) 



Up through 30 days 


0\'er 


30 days through conths i 


Over 


3 cx>nths through 6 conths 


Over 


6 SM nths tr.rcugn I year 


Over 


I yeAr f'rough Z years 


Over 


4. years (state anount) 
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ACE,. SHX» LICENSE, CERTIFICATE, UNION VX^BERSHI?^ TEST RECUIRE^iE^^^:: (Check, corplete requlrcrcn; 

(O Hln<wir Age Accept«Jd; Preferred (5) Etr;iloyn;cnt Interview 

(2) Percent; Males in Job; Fetnales (6) ^ License i7jp% ): 



(3) Work Certificate: 

W Writ^en Application for work 



(7) 



.Union McDborship: ( CosO : 
(Type)l 



9k ^ 



(8) Test(s) (Type(s): 



llu 
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(1) Non« rcquirca 

(2) School iicrlviri*:^ r«-!ave<^ to worK \T>-i>c): 

iV _^ I'lrt-tiwc or p*- "lo»llc work (Typo): 



^W FuU-tlrc w-rk In other je>bs (Types); 

(5) Other (SCAtc): ; 



J« PRWlOriON FATliS (Things needed for advancenent jxid prosoclon, and types advanced Job 
possibilities) 

Things Needed: 



il) No Advancezenc tr» Job 

(2) No pfocs^lon £roa job 

(3) On- the- job trainins 

W Special Xn-PUnC Classes 

(3) ^ More Ccrouil training outride business 

(6) ^ Tioe or. job (duration, seniority. exfesiisv3e)k6) 

(?) _ Production rate and quelity 
(S) Other (5trtte) . 



Idvftnced Job ?cssibilitle3(by level:;) 
CD 

(2) ' 

(3) , 

(4) 

(5) ^ 



(7) 
(3) 



WAGES. SALAPvIES, A.VD CO>^CSSir;J'S (Crcplete all blanks and circle tiae period covered) 

(1) Mlniiruc entry $ per (circle) hr., uk^. no., yr. / _ 7. Co=ro. 

(2) Avera<;e cade by isost $ per (circle) hr., wk. , uo.. yr« / Z Ccnsa. 

(3) Kaxicua earned In jcb $ per (circle) hr., wk.. do*, yr. / % Coc3=. 

(4) Average nuxber of hours jn work period; hours per ; Overt ice: hrs. 



FRISCE BE.i'EFITS ^i:hec.v type of incentives received and , if applicable, the ainount 
turnished by crploycr) 



(1) »lousln> . All, T^-Part 

(2) Meals: All. ^7.-Part 

(3) Unifort^- ^All, ^t-Fart 

1^) Cleaning;: All. 7.-Part 

(^) Tips: All; 7.-?art 

(6) Overtime Pay: ^ X Pay 

(7) ^ Health Insurance: All; ^7.-Part 

(8) Life Insurance: All; Z-Part 

Expense Accounts: All; ^7,-?ttrt 

Share in business proilts: 

Options to Buy Stock:^^^^ 

Sick Leave: After 



(U) Travel Allowance: All 

(15) Advanced Training: ^All 

(16) Further Education: ^All 

(17) Discounts: X on: 



(18) 
(19) 



Bonuses: 



flO) 

(11) 

(12) 



, Paid vacations: 

(a) After 6 dotz 

(b) After I yra; 

(c) After 2 yri.: [ 

(d) After 3 yr^.: 

(e) After 5 yrj,: 

(f) After 10 yrs;_ 

(g) After 15 yr«;_ 

(h) Other: vro : 



days 
days 
days 
day*; 
dnys 
d;*ys 
da>s 
diys 



vk. 



(20) Pensions at Retirement 

(21) Other; (State) 



(13) Accident Insurance: All; 7.-Part 



XncccTA: Var<.»»Mc3: (r.hi»c"f) 
(l) Self -enpioycd 

•^^ Consri?5ion («ype:^ 

(J) Ovcrtiqrc (fay): 



(4) Seasonal (Kos.):. 

(5) Shift (limes): 

(6) Other (State): 



^ : (Anount )^ 
;(AA<ount: 
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V* WORK ENVIRONMENT AND WORKING CONDITIONS (Check tho3C that apply to the Joh and the arr.ount) 



CONDITIONS 



AMOUNT 



(Check those that apply) (chgck derree apply) 



Indoors 




CONDITIONS A^IOUNT 
(Check thogjR that app ly) (Ch cgk d egree_apolv 



2. 



Outdoors 



"tn cont3j.;^cr 
(Cracp^J) 



Outside con- ^ 
tainer/ object 



5. 



Deal with people 



6. Be around p<:ople 



Work alone 



S. Travel (Type): 



9.. Work daytime 



10. 



Work nighttime 



11. Cold with temp- 
erturc chan^'.cs 












t2* Mot with temp- 
erature changes 












13, Wet 












14, Uumld AtDosphere 












15. Noise (Type)': 












16. Vibrations <Type) 












17. Hazards(Typc) : 












18. Impure air/ poor 

""ventilation (Type 


) 










19 Other (Types): 
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0. PHYSICAL ABILITIES REQUIRED (Check those ^lecrfcd for the job and the aeount of each cheeked) 

, 



ERIC 



PHYSICAL ABILITIES AMOUNT 
(Check those needed) (Check arount needed) 



PHYSICAL ABILITIES AMOmn 
(Check those needed) (Chcck ^ arount ncGdcdJ> 



^ fx -V/^ /CQ x 



Standing 


1 








2, Walking 












3^ Sitting 












4, Lifting 










5. Carrying 










6. Pushing 












7. Pulling ^ 










8. Hand/Arn * 
. ^Use 












9. ' Foot/Leg 










10. Strength 










11. ClUbing/ 

Br.tnnclnr, 












12. Stocpmg 












■ Kneeling 












1^» Ccouctilng 












15. Crawling 














(OVER) 



it>. 










■^y Handling | 










using lingers j 










^9. Feeling by ^ 

Couching 












20. ^ Talking 












21. Hearing 












22. bccing , 

/ 












23. Judging dib- 

tance/ depth. 












24. Color Visiort 












25. i^cnsc ot . 1 












26. Sense of ; 












27. Working Speed 












28, ihyoical/ 

nppcn>;n^'c<j ^^^^ 












29* DisabLllt ics 

Ac< rotable: 
























30. Disabilities 

Not Acceptable: 













INTERESTS (Check these necJcti and tUa nnounc required for Che job 
CHECK lOTERESTS 



I. 
2, 



Vorkln; '^tch things and objects 



Dealing with people in selling,^ providing, using 
8oo<5s and services 



3. 



OolnA sarre i^iricis :hir.,;S In a set way 



Workl;:.' with people to help ihc^ In Individual or 
group situations 



5. 
6. 



Doing vorK vhlch earns recof,nltlon and praise 



Cotr^runicatlng thou^'.hts and Ideas to people by 
writing, talking, or acting 



Scientific and technical activities 



Abstract and creative activities- using inaglnation, 
thlnkln^;, and understanding 



9. 



Processing ir.atertals, oneratlng equipment, and using 
techniques not dcuiling directly with people 



10. 



Workin. vith r^terlals t^ produce sorething that has 
definite value and use 



PERSONAL TRAITG (TEMPERATilNT) ( Check those traits needed and 

atnount of each required for job) 

CHECK VtlAT SHOULD ACTIVITIES 

HAVE TRAITS FOR DOIN-Q 



A>:OUNT 



Doing tnany different things on the Job 



Doing the same kind of things on the Job 



Receiving Instructions on what to do on the job 



Planning and directing own work and work of others 



Working directly with people carrying out job duties 



Working alone or apart from others when €oing job 



Changing people's feelings, opinions^ habits of 
thinking about certain ideas and things 



Doing work under pressure, stress, taking flsks, 
dealing with the critical or unexpected 



Using personal senses or coiTsnon sense in !:naklng 
Judgements and decisions based on experience 



10. 



Using measurable standards, guides, or facts In 
making judgerentn and decision? accurately 



II. 



Interpreting feelings. Ideas, or facts In own terms* 
doing own thing 



12. Being very accurate In wori< and measuring how well 

things c:eet standards or Unl^ations set 
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MENTAL ABILITIES (APTITUDES) NEEDED 

(Check chose needed and the anounc required for Che job) 



CHECK 



MEOTAL ABILITIES (APTITUDES) 



I. Verbal (Word Use and Underscandlng) 



2. NuDcrlcal (Use of Arlchmcclc and^lgebra) 



Clerical (Ll8Clng» Sorclrg, Filing* and 
Checking Words and Nuicbers) 



Mocor Coordinacion (Using Eyes-Hand«-Fingers 
Togecher ac Same Tioie) 



5. 



6. 



Manual Dexccricy (Handling anti Moving Things 
wich Hands; Hand MovecenC) 



Spacial (UndersCanding and Seeing Forms of 
Plane and Solid Gcotr.ecric Objeccs) 



Form (Siseing Differences and Dccails in Shapes 
and Shadings of Figures and Lines) 



8. Finger Dexccricy (Handling and Moving Objects 

wich Fingers; Finger Movetcenc) 



9. Eyc-Hand-FooC CoorditiaCion (Moving Eyes--Hands-- 

Feoc Together At chc Sairc Time Doing Work) 



10. Color Discrimij^acion (Seeing Similaricic?^ and 

Differences in Colors and Shadings, and ^Matching 
chese) 



AMOUNT 



1 2 3 4 5 




IS YOUR ORGANIZATION INTERESTED IN PROVIDING RESOURCE PERSONS AND MATERIALS 
FOR CASEER INFORMATICS? , GUIDANCE, AND EDUCATION PROGRAMS? YES CJ \ NO HI 

Please recurn che cornplcced form 



9 
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FORM 3--LETTER 

VITAL CAREER I N P r H M A T I J N C E N T S H 
VITAL PHCJ;'.:;T - vocational lai'orniL .vn Tt*.;nni.:iue3 AppiiOti Lcc^tJly 

P. 0. Box luiOCui ^a: *tc* Jtition# 
Baton Rouge, Ltm*si«:ia I'jQUU 
Louisiana ^Department of Education 
ii^'l North Struut 



Dear Empl '^yer : 

The KIWANIS KEY CLUB ME^SERS are Jfssisting the VITAL Career 

Information Center in gathering ne<^?dod inf ormati->n fr-^tn employers. 

You are asked to cooperate with the KEY CLUB MEMBER in this service 

activity. He is here to help you get better prepared employees 

by securing '>ccupational information that can* be* used in' the schools. 

Recently wo mailed an "Occupational" Informati-)n Survey Form'* tn 

you. We have not received the completed copy from you as of today. 

You may have it in the mail by this time. We would appreciate 

receiving the completed form, within the next two weeks since it 

is essential that we have this data to prepare the necessary 

vocational guidance information f..r the schools during this term. 

We also have a time limitation f 5r completion of the project. 

If you want assistance the KEY CLUB MEMBER will help you fill in the form. 

The information you furnish will oxpedite the preparation of 
occupational inf :)rmation materialn V the use of students, 
coun^eXors, and teachers in our sch^^ls. This should also help 
prepare them to become productive <md successful employees. The 
data you supply can help us provide occupational informati.on to 
improve instructi >n by teachers, curriculum develooment by 
administrators, and vocational guidance by counselors. 

We will be grateful for prompt aiction and cooperation in this 
joint effort to bring about an economic and personal betterment 
of employees and employers in our commiinity. 



Very truly yours 





J. Ashley 
Resource 
VITAL Pro 



\ 



lU- >''-'L Prc.jcs.L co-sponsored by the Louisiana State Department of Education 
3fii Z^h.oi b.-aras of '.ne foliovang Parishes: Ascension, East Baton Rouge, East 
Feliciana, Ibervaie, Livingston, Poiiitc Coupoe, St. Helena, West Baton Rouge, 
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VITAL CAREER INFORMAlioN CENTEK . 

P. 0. llOX AAObAfVA^wk hlMU '^i , 
BMOH KOUGU, LOUiSlAm 70S04 
FORM 3 - 

SUGGKCTKD TO DK UCED IN mKPIIONB CALLS TO KrjPLOYERS AS 

FOLLOW-UP ON FOimS SEIiT WUIUG OCCUPATIONAL INFORMATION SUnVE!^ 

Purpotto: To asrairc a roprocontat.ivo cnrnplo of employers having 
entry occupations being covered in the survey, it is 
necessary to follow up with telephone calls and/or pei'sonal 
contact those employers v;ho were sent forms but did not 
respond. The employer is to be reminded of the form being 
sent, the need for the completion and" return of it and, 
if necessary, our -willingness to send him another copy 
and furnish him assistance in Gomploting it. Pue to the 
urgent need for the information, "the employer is to be 
asked to return the completed form within one week. 

Procedure: 

1. Ask to talk to the manager, or personnel manager 

2. Introduce yourself: "I am (your name) , 



a member of the Club at ; 

high school, where I am a student-." 
3» State purpose of call: 

a. "Recently your jostablishment was sent an "Occupational 
Information Surve^y Form" to secure local data for 
schools to use with students, teachers, counselors, 
and parents in career guidance and education programs." 

b. "The Center records indicate that the completed form has 
not been received from your establishment." 

c. "V/e need this infonnation in planning our careers." 

d. "V/ill you please fill out and return the form within one 
week, to meet the deadline set by the VITAL Career 
Information Center to get thic information on the survey." 

e. "If you can not locate the form, another one can be sent 
to you." 

f. "You can get assistance in completing the foqm, if needed." 

g. "We will appreciate your cooperation in helping students 
to get this kind of occupational information. The 
information is confidential and the name of your 
establishment will not be used." 

Questions : 

^' ^^^P by sending in the completed fori 

b. "Did you receive the survey for a?" 

c* "Do you need another copy of ths form sent to you? 
d. Do you have any questions about how, to fill out the form'" 
e» 'Which questions do you need help on?" 
f . "Can you return the completed form to the Center by the 
end of one week?" 

5. "Thank you for your cooperation." 

6. Record the results of the interview on the "Telephone 
Follow-Up Summary Sheet." 

7. If there are questions you can not answer, refer the 
employer to the Cen^eil^ ^jpd. have him call 389-2591. 
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VITAL CARCLR INFORMATION CCNTCR 
P. 0. BOX AAl)(A,CmiOl STATION, 
UATON HOUCL, LOUISIANA 70804 




FORM 3 

TELEPHONE FOLLOW-U? SUr-P-lARY SHEET 
Tor 

OCCUPATIONAL INFORMATION SURVEY FORMS 



L'iStinictlous ; Ploase chock bolow the results obtained from oaoh employer 
on the list that you called on the telephone to follow up the securing 
c£a completed Occupational Information Survey Form . l^hon you have finished 
this, return the form and list to the VITAL Career Information Center, 
Room Qlh, Louisiana State Department of Education, P, 0» Box lji|06U, Baton 
Rouge, Louisiana 706OI4.. Wo Kro sure that you will well represent yourself, 
your family, club, school, the Center, aiid Department of Education in your 
contacts. Thank you for your cooperation* 



IHFORl'IATIOr: 01? EMPLOYER : 



1; NAME OF CONTACT PERSON 

2. NAME OF SSTABLISm-EJiT 

3. STREET ADDRESS 
k. CITY, 21? 

5. TELEPHONE NUMBER 



TELEPHONE 



n 
»« 

G> p 

a »^ 
f: :3 
o 

ex: 

•H C 



c c 

o ^ 

Vi 

o 

o c 



0) 



o c 
o 

V) 

c o 
ca V, 



COMMENTS 



1. 



4. 
1. 



3. 
a. 



ERLC 



NAl^E OF STUDENT MAKING CALLS 1 



CLUB: 



oCHOOL: 



;DATE: 
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VITAL CAREER INFORMATiqN CENTER 

Guidance Section \ 

LOUISIANA STATE DEPARTMENT OF EDUCATION 
421 NOMTH StmcCT p. O. box 440ft4 
0ATON ROUGE. LOUISIANA 70RO4 



Vocational 
Information 
Techniques 
Applied 
Locally 



1.^ 
••3 



1 



> ) « S • * • • W tM2 •) M 



ir545i » •» I" •» M II u t> u n *i fj 'J '« n >•» « » 



OCCUPATION TITLC 



DOT cooe 



>UCGCSTED APTITUDC lEVEtSICAtB) 

I - AtCVC AVCNACC'MICN 
• 2 - AVCKACC NAftCC 

3 - tow -LOW AVCKAOC 

MiWilOM CDUCATIOM WtOUIWCD 

1 - tU-im ^ - l2lK-f I VCAN 

2 - ItiK 4 - I2IK^ 2 TCAm 

PHYSICAL ACTIVITY 

1 - $T«wuous 

2 • MOOCRATC 
5 - LI«MT 

CWITICAL ENVIHQNMtNT 
t - INOOOHS 

2 - OUTOOOnS 

3 - INNCM 9PACC 

4 - 0UTCR9PACC 

5 • OTmCR UCC 9t{.Ut 



SMttlTtO 

ATrrruM Ltms 

CATi 



m 



MCI no fCNooL 

SUt^CCT AAtAS 



WfM 



Ml 





m 


MO 


Tl 



STATC Df PAtTMCNT OF fOUCATION 
J||421 NOATH ST..P.O.IOX 44064f 
|i|ftATONiqUGC.lOUISIANA 70f04 

f 
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TWAIMIMO AVAIIABIC IN AWCA 

1 TCS 

2 NO 

yiCIMSt WEQUIWCD 

1 VC9 

2 NO 



SKciAL myrwicTtONj 

I TCS 
t NO 




Vocational 

iNroiMATlON 

Tkhnioues 
ArniEo 

lOCAUY 




OCCUPATION OPEN TO MOSTLY 

1 - MCN 

2 - wOMIN 
$ ' tOTM 



.VITAL VIEWSCRIPT 

TO READ TURN CARD OVER.^IACE IN 
9EA0(R*PBlNTCft, MOVE TO MlClOfllM* 
ADJUST UNS SIGN AND PUT DATE ON 
BACK AfTEK EACH USE 
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APERTURE CARD - FRONT 
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o 

it! 

a 



) 4 




Figure 6 

afertum;^q^ard - back 

TJiC VITAL Pr\»j\it <s ».»-5fH>ns»>red ?>y the Ixnnsiana State Dcpaftnient >f Ecimation and SthtK»l Boards of the following Pamhes. 
Asccniton^ Eait Is«itun Rowgr. East Feliciana^ Ihentlle. K^<ngstuTi, Puiiwc C^upcc, St. Ilelenap West Daton Rouge. West Feliciana. 
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VOCATIOMU FORM li 

iNrOIMATION 

TtCHNSOUH \/ I T A I 

Amiio V I I AL JOB TITLE: 

LOCAUf 

CAREER INFORMATION D.O.T. NO. 

CARD NO. : 



ON 

DATE ISSUED: 



JOB TITLE: 



A. WHAT YOU DO IN TH I S JOB JOB DESCRIPTION : 



B. WHERE YOU WORK (WORK LOCATION, EIWI-RONMENT, AND 
CONDITIONS): 



C. WHEN YOU WORK (hours and days op work): 



D. WHAT THIS WORK WILL PAY: YOU (earnings): 



E. OTHER BENEFITS YOU HAVE TO HELP YOU 

ON THIS JOB (FRINGE BENEFITS): 



F. WHAT FUTU^jRE YOU HAVE IN THE 



ERIC 



JOB (PROSPECTS 



FOR EMPLOYMENT AITD OPPORTUNITIES FOR ADVANCEMENT): 



G. WHAT YOU SHOULD BE LIKE TO DO THIS 

JOB (PERSONAL TRAITS, TEMPERAMENTS, INTERESTS, GOALS): 



103 
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H. WHAT YOU NEED TO KNOWAND BE- ABLE 

TO DO (APTITUDES, KNOl'/LEDGE, SKILLS, PHYSICAL ABILITIES) : 



I. HOW SCHOOL WILL HELP YOU GET READY. 
FOR THIS WORK (preparation and training needed): 



J.- WHERE YOU CAN LEARN HOW TO DO THIS JOB 

(special type courses, trahjing, educational institutions 

OR provisions available): 



K. THJNGS YOU NEED TO DO BEFORE YOU LOOK 

FOR THIS JOB (social security card, uttion, apprentice- 
ship, physical exam, birth record, school record, certificate, 
license, diploma, application, interview, special • tests and 
5, other requirements you need to meet before seeking the job) : 



L. WHERE TO FIND THIS WORK AROUND HERE 

(EMPLOYERS, EMPLOYMENT AGENCIES, YOUTH OPPORTUNITY CENTERS, ^: 
VOCATIONAL REHABILITATION CENTER, NEWSPAPER CLASSIFIED ADS, 
FRIEI^IDS, RELATIVES, COUNSELORS, UNIONS, SPECIAL YOUTH SERVICE 
ORGAI'IIZATIONS AND AGENCIES YOU NEED TO GET IN TOUCH WITH 
FOR EI4PL0YMENT) : 



M. WHERE ELSE YOU CAN FIND OUT MORE ABOUT 
THIS KIND OF WORK (publications, resource materials, 

AND PERSONS THAT WILL GIVE YOU MORE INFORMATION ABOUT THE 
OOCUPATiON ) : . ■ - 



N. OTHER KINDS iOF WORK ALMOST LIKE THIS 

( DICTIONARY OF OCCUPATIONAL TITLES JOB TITLES, AND CODE 
NUI-IBERS OP RELATED OCCUPATIONSTl 

JOB TITLES C0DI3 NUMBERS 



10k 
Vie. 



Field 1 



Field 2 
Field 2 
Field jy. 



Field 6 



Field 7 
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VITAL CAREER INFORMATION CENTER 
P. 0. BOX 44064,CAPIT0L STATION, 
BATON ROUGE, LOUISIANA 70804 

TABLE 7 

Microfilm Apdrture Card .Layout for VITAL 
(To be used in Key Punching and Data 
Processing Occupational Information) 



Continuation Card Index 



Column 1 " ^ 
Key 

Card 1 occupational infomaticn 
Card 2 Other information 
(See type "stated 
on card) 



Occupation Title Columns 3 through 11^ 

D.O^T. Code Columns 15 through 21 

Suggested Aptitude Levels (G.A.T.B* )Columns 22 through 31 



Column 22 General Learning 

COiuinn 23 Verbal i 

Column 2Li Numerical 2 

Column 25 Spatial 3 

Column 26 Form Perception 

Columin 27 Clerical 

Column 28 Motor Coordination 

Column 29 Finger Dexterity 

Column 3.0 Manual Dexterity 

Column 31 Other (See Microfilm) 



Above Average - High 
Average Range 
Low - Low Average 



F^-^ld ^ Related School Subject Area3 



Coluipis 32 throiigh i|.l 



Column 32 Social Science 

Column 33 English 

Column 3i| Math 

Column 35 Science 

Column 36 Trade & Technical 

Column 37 Business and Clerical 

Coluirin 38 Foreign Language 

Column 39 Home Economics 

Column l\.0 Arts 

Column ijj. other (See- Microfilm) 



Key 

X in column denotes 
related area 



Minimum iiiduoation Required 
Column 1}.2 



Job Deals with: 

•Column ij.3 People 
Column iiij. Things 
Column i|.5 Ideas 
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Column l\,2 

Key 

1 ^ath-llth 

2 = 12th 

3 = 12th I- 1 year 
k = 12th + 2 years 

$ ^ Other (See Film) 

Columns I|.3 through [|.5 

X m column denotes 
significant area 
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Field 8 Physical Activity 

Column i|.6 

Field 9, Critical Environment 

Column i}.7 



Field 10 Occupation Open to Mostly: 

Column i|.8 



Field 11 Special Restrictions 

Column k.9 

Field 12 License Required 

.Column 50 

Field 13 Training Available 

Coliamn $1 

Field lij. Special (See Microfilm) 

Column 52 
Fiela Microfilm Aperture 

Field 16 Revision Date 



Column ij.6 
Key 

1 = Strenuous 

2 = Moderate" 

3 = Light 

Column J4.7 

Key 

1 = Indoors 

2 = Outdoors 

3 = Inner Space 
i|. = Outer Space 

5 = Other (See Film) 

Column i|.8 

Key 

1 = Men 

2 = Women 

3 - Both 

Column i|.9 

Key 

1 = Yes 

2 = No 

Column 50 
Key 

X in colur^n denotes 
license required 

Column 51 

Key 

1 = Yes 

2 = No 

Column 52 



Columns 53 through 77 

Column 78 = month 
Column 79 = month 
Column 80 = Year 
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-SYSTEM DESIGN FOR COMPUTERIZING VITAL OCCUPATIONAL INFORMATION SURVEY FORM* 
(Submttted Cterry Stringer, Data Processing Section, La. Department of Education) 



Survey Form 



Mailed to Employers 



^^uryey For 



m 



Completed 6e Returned 
to D, P. 



Load, Edit St Sort 
to DOT Order 



Completed Survey 



form 




Cards 




/ 



Data on Drum 



Process(Total , 
Average, etc.) by 
DOT Code. 



; VITAL Info to place 
j on ?'ficrofilm* 

I 



* The Directory tnforinatlon can be processed similarly to the above. 

Figure 
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TABLE 8 A 



ALPHABETICAL LIST OF ENTRY AND DEMAND OCCUPATIONS 
FOR WHICH VITAL CAREER INFORMATION CARDS RAVE BEEN MADE TO DATE 



ALPHABETICAL LIST OF ALL CARDS MADS* 



*1. 
2. 

*3. 

*4, 

6. 

*7. 

8. 
9. 
*10. 

11. 
*12. 

13. 
*14. 
*15. 

16. 

17. 
*18. 
*19. 
*20. 
*21. 
*22. 
*23. 
*24. 
*25. 
*26. 
*27. 
*28. 
*29. 

30. 
♦31. 
*32. 
*33. 

34. 
*35. 



Able Seaman *36. 

Air-Conditioning Mechanic, *37. 

Commercial *38. 

Automobile Body Repairman 39. 

(Revised) *40. 

Automobile Body Repairman 41. 

Helper *42. 

Automobile Mechanic *43. 

(Technician) *44. 

Automobile Mechanic Helper MS, 

Automobile Service Station *46. 

Attendant *47. 

Beauty Operator 48. 

Bellman *49. 

Boatswain *50. 

Bricklayer Helper 51. 

Cadet Engineer *52. 

Carpenter Helper ^^53. 

Cashier *54r 

Checker *55. 
Chemical (Stillman) Operator*56. 
Child-Day-Care Center Worker*57. 



*Als 



Clerk, General 58. 

Clerk-Typist *59, 

Construction Worker II 60. 

Cook y 61. 

Cook (Ship), Chief \ *62. 

Cook (Mess and Third) 63. 

Cook-Helper 64. 

Deck Cadet *65. 

Dental Assistant *66. 

Digital Computer Operator *67. 

Dock Boss *68. 

Electrician, Ship *69. 

Electrician Helper 70. 

Engineer (Marine), Chief 71. 
Engineer (Marine), Assistant 72. 

Engineering Aide *73. 

Fire Fighter *74. 

Fireman/Water -Tender 75. 

*76. 

o available in a shorter form 



Garageman, Industrial 
Guard 

Harbor^ (Ship) Pilot 

Household-Appliance Repairman 

Inhalation Technician Assistant 

Janitor (Porter ) 

Junior Engineer 

Key-Punch Operator 

Laundry Worker 

Licensed Practical Nurse 

Light Truck Driver \ 

Lithographic (Offset) Pressman 

Lithographic Pla<t:e Maker 

Long-Haul Truck driver 

Longshoreman 

Maid, General 

Manifest Clerk 

Mechanic (Automotive ) 

r^essman 

Ni^tse Aid 

Oiler 

Ordinary Seaman 
Painter Helper 
Parking Lot Attendant 
Phot oengr aver (Stripper ) 
Photographer, Lithographer 
Physical Therapy Attendant 
Plasterer Helper 
Plumber Helper ^' 
Purser 

Quartermaster 

Radio Officer 

Receptionist 

Reefer Engineer 

Sales Clerk 

Salesman, General 

Salesperson, General 

Second Cook and Baker / 

Secretary) 

Sheet Met^al Shop Helper 
Ship^s Master 
Ship Mate 
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TABLE A 
(Continued) 



ALPHABETICAL LIST OF ALL CARDS MADE* (Continued) 

*78. Ship^s Carpenter 

*79. Stenographer 

*80. Stevedore 

*81. Steward 

82. Stock Boy (Girl) 

*83. Telephone Operator 

*84» Timekeeper 

"^85. Tugboat Captain 

*86. Tugboat Cook 

*87. Tugboat Deckhand 

*88. Tugboat Engineer 

*89* Tugboat Mate 

*90, Utilityman (Scullion) 

91. Waiter (Waitress) 

*92. Welder, Combination 

^93. Wiper 
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TABLE 8B 

ALPHABETICAL LIST OP ENTRY AND DEMAND OCCUPATIONS BY GROUPS 
FOR WHICH VITAL CAREER INFORMATION CARDS HAVE BEEN MADE TO DATE 
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ALPHABETICAL LIST OF CARDS BY GROUPS: 

A. PROP., TECH., MGR. OCCUPATIONS D. 

1 . Boatswain 

2. Cadet Engineer 
3- Chemical (Stillman) Operator 
i+. Deck Cadet 
5- Dock Boss 

6. Engineering Aide 

7. Harbor (Ship) Filot 

8. Quartermaster 
P. Ship^ s Master 

10. Ship Mate 

11. Tugboat Captain E 

12. Tugboat Mats 

B. CLERICAL AND SALES OCCUPATIONS 

1. Cashier 

2. Checker 

3. Clerk, General 
Clerk-Typist 

5- Digital Computer Operator 

6. Key-Piinch Operator 

7. Manifest Clerk 

8. Purser 
9- Radio Officer 

10- Receptionist 

11. Sales Clerk 

12. Salesman, General 

13. Salesperson, General 
lij.. Secretary 
l5* Stenographer 

16. Stock Boy (Girl) 

17. Telephone Operator 

18. Timekeeper 

C. MEDICAL AIID HEALTH OCCUPATIONS 

1. Dental Assistant 

2. Inhalation Technician 
3» Licensed Practical Nurse 
h^. Nurse Aide 

5- Physical Therapy Attendant 

D. SERVICE OCCUPATIONS 

1. Beauty Operator 

2. Bellman 

3. Child-Day-Care Center Worker 
Cook 

5- Cook (Ship), Chief 

6. Cook (Mess and Third) 

7- Cook Helper 

8* Guard ^ a 



SERVICE OCCUPATIONS (Continued) 

9 . Janitor ( Porter ) 

10. Laundry V/orker 

11. Maid, General 

12. Messman 

13- Second Cook and Baker. 

l\. Steward 

15. Tugboat Cook 

16. Utilityman (Scullion) 

17. Waiter (Waitress ) 

. TRADE AND INDUSTRIAL OCCUPATIONS 

1. Able Seaman 

2. Air-Conditioning Mechanic, 
Commercial 

3. Automobile Body Repairman 
Ij.. Automobile Body Repairman Helper 

5. Automobile Mechanic 

6. Automobile Mechanic Helper 

7. Automobile Service Station 
Attendant 

8. Bricklayer Helper 

9. Carpenter Helper 

10. Construction Worker II 

11. Electrician ( Ship) 

12. Electrician Helper 

13. Engineer (Marine), Chief 
lij.. Eagineer (Marine), Assistant 
15- Fire Fighter 

16. Fireman/Water-Tender 

17. Ga r ag eman> Indu s t r i al 

18. Household-Appliance Repairmaii 

19. Junior Engineer 

20. Light Truck Driver 
.21. Lithographic (Offset) Pressman 

22. Lithographic Plate Maker 

23, Long-Haul Truck Driver 
2ij.. longshoreman 

25. Mechanic (Automotive ) 

26. Oiler 

27. Ordinary Seaman 

28. Painter Helper 

29. Parking Lot Attendant 

30. Photoengraver ( Stripper) 

31. ^ Photographer, Lithographic 

32. Plasterer Helper 
33- Plumber Helper 
3i|,. Reefer Engineer 
35- Sheet Metal Shop Helper 
36. Ship^s Carpenter 
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TABLE 8B 
(Continued) 



ALPHABETICAL LIST OF CARDS BY GROUPS (Continued) 

E. TRADE AND INDUSTRIAL OCCUPATIONS 
( Continued) 

37. Stevedore 

38. Tugboat Deckhand 
3^,. Tugboat En-ineer 
iiO. V/elder, Combination 
ii-l. VJipcr 




• 10.)b 



DIOTIONARI OF OCCUPATIONAL TITLES 

mEF-OlClT OCCUPATIOSAL CATFCORIES^ DIVISIONS, ASO CROUPS 



H 
H 
O 
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^^PROFESSIOSAL. FECHSICAL. ASO MANAGERIAL OCCUPATIONS, 
QQ,Q1 QceuD^llontf Archlttgt»r# and rnfflnftrlng 

001. Architectural occupations 

002. Aeronautical engineering occupations 

003. Electrical engineering occupations 

005. Civil engineering occupations 

006. Cerrtolc engineering occupations 

007. Mechanical engineering occupation^ 

008. Chetslcal -engineering occupations 

010. Mining and petroleua engineering occupations 

011. MetalJtjrgy and nctallur^ical engineering occupation* 

012. Industrial engineering ot^cupationi 
on. Agricultural engineering dccupationt 
014 Marine engineering occupatidns 
015. Nuclear engineering occupations 
017; Oraftsoen, n.e.c. 

018. Surveyors, n.e.c. 

019. occupations in architecture and engineering, n.e.c. 

9? prrupation^ In Mather ftrlfl fln*^ PhYSlcal Sciences 

020. Occupation* in nathcoatlcs 

021. Occupations In astronony 

022. Occupations in cheaistry 
02"*. Occupations in physics 
02'*. Occupations in geology 
025. Occupation* in taeteorology 

029. Occupations in aathcwatic* and physical »ciencc*. n.e.c. 

040. Occupation* in agricultural *cience* 

041. Occupation* in biological science* 
045. Occupations In psychology 

049. Occupations in life sciences 

05 Occuoationa in Soc ial Science* 

050. Occupations in ecoporalcs 

051. Occupation* In political science 

052. Occupations in history 

054. Occupations in sociology 

055. Occupation* in anthropology 

059. Occupation* in socUI scJjnce*, n.e.c. * 

07 Occupations In Hmd \<;\^^ ^nd Health. 

070. Physicians and surgeons 

071. Osteopaths 

072. Oentists 

073. Veterinarians 

074. Pharsiacists 

075. Registered nurses^ " 
077. Dietitians 

078 Occupations in nedlcal and dental technology 

079. 0. cvpacions in tnedlcinc and health, n.e.c. 

oq Ogcttnatlftn« in Education 

090. Occupations in college and university education 

091. Occupations in secondary school education 

092. Occupation* in prleary school and kindergarten education 
094. Occupation* in education of the handicapped 

096. Hone econoaists and fara advisers 

097. Occupations in vocational education, n.e.c. 

099. Occupations in education, n.e.c. 

10 OccuDittnng In MusetJn. Li brary, and Archival S«:lei\ca? 

100. Librarians 

101. Archivists 

102. Museum curators and related occupations 

109. OrcupAtlons In auseun, library, and archival sciences, n.e.c. 



radio, and television 



^^^^ggggy^on^t^a^^n^ur ispruaence 

110. Uwyerj; 

111. Judges 

119, Occupations in law and Jurisprudence, n.e.c. 

p nrrnmitlons in Religion and T^eoloR ^ 

120. Clergynen 

129. Occupations in re ligion and theology, n.e.c. 

n Occup.ition$ in Writing 
no, Freelrtnce writers 

131. Uriters and editors, notion pictures, 
n?. Vrlter«» and editors, publications 
1)7. Interpreters and translators 
n9. Occup.itlons in writing, n.e.c. 

14 Occiip.it ions in Art 
Ul. Corwercial artists 
U2. Designers 

143. Occupations In photography 

144. P.iinter5 and related occupations 
148. Sculptors and related occupations 
U9. Occup.itions in art. n.e.c. 

15 Occupation s In Entgr talnnent and Recreation 

150. Occupations In dranatics 

151. Occupations In dancing 

152. Occup.it ions In music 

153. Occupations in athletics and spores 

159. Occupations *ln eptertAlment and recreation, n.e.c. 

16 Occupations In Ad'^inlstrat Ive Special Itat ions 

160. Accountants and auditors 

161. Budget and '^anacenent analysis occupations 

162. Purchaslna nan^genent occupation* 

163. <.iles and distribution nanagtrent occupations 

164. Advertising n.inape-ent occupat i'»»^« ^ 

165. Public relations nanagenent occup;aion* 

166. Per*onnel and training administration occupation* 

168. In*pector8 and investigators, aanagerlal and public service 

169. Occupations In administrative specializations, n.e.c. 

le Managers and Officials. K.E.C. 
ISO. Agriculture, forestry, and fishing industry managers and 
officials 

181. Mining Industry nanagers and officials 

182. Construction Industry oanagers and officials 

183. Manufacturing Industry managers and officials 

184. Transportation, cofnunlcatlon, and utilities Industry 
oanagers and officials 

185. Wholesale and retail trade manager* and officials 

186. Finance, inaurance, and real estate managers and official* 

187. Service induetry managers and officials 

188. Public adninlstrat Ion nanagers and officials 
lb> Miscellaneous managers and officials, n.e.c. 

19 Miscellaneous Professional. Technical, and Managerial 
Occupations 
191. Agents and appraisers, n.e.c. 

193. Radio operators 

194. Sound recording, transcribing, and reproduction occupation* 

195. Occupations In social and welfare work 

196. Airplane pilots 4nd navigators 

197. Ship captains, mates, pilots, and engineers 

198. Railroad conductors 

199. Miscellaneous professional, technical, and managerial 
occupations, n.e.c. 



201. 
202. 
203. 
204. 
205. 
206. 
207. 
20ft. 
209. 



210. 
211. 
212. 
213. 
2U. 
215. 
216. 
217. 
219. 



221. 
222. 
223. 
224. 
229. 



230. 
231. 
232. 
234. 
235. 
236. 
237. 
239. 



240. 
241. 
242. 
243. 
249. 



250. 
251. 
252. 
253. 
254. 
255. 
256. 
257. 
258. 
259. 



20 Stenogiirhv. Typing. Filinig. <n i K«'l.>tcd Occupations 
Secretaries 

StenORraphrr«w 
TypUts 

Corresr<^n«lenc* ^ I'tV* 
Personnel ' l«rVs 
File clerVs 

Dupllc.it lni—»»ch me ^per it<'rs 

MUcel Uneoa^t of f Ice hirn* operator; 

Stenography, t/plni;. Mlln*!. ,it\<S xtlitvi rupAt tons.n.e .c. 

21 Coreputlng And Acf ^^ant -PiTf^rdlnR 'Vcunatlons 
Bookkeepers 

Cashiers 
Tellers 

Automatic <3at i*procc<»<htnk. « ^ulpr.c. 
Billlnp-artchtne operator* 
Beokkeeplnf-ps.ichine ^perat-»r^i 
CoQputlnK-tsAchlne operators 
Account -recor»Jln/,-nachine op«»rator< 
Cofsput ln(( .md acccunt-recordinjc cc^-upit Ions, n.e.c. 

22 MaterUl ^nd Production R<»cor<iln? /^ccur-itions 
Production clerks 
Shipping and receiving clerVt 
Stock clerKS and rela:^*) opc upat l'*"* 
VeUhers 

Material .ind production recording orcupat lc»as, n.e.c. 

?j Inforaatlon and M«->suit«» r.lstr<Vu* Ion Offiinatlons 
Hesseneers. err.ind bovs, »pd c^fflce >^ov< and nirH 
Hall clerV« 
Hail carriers 

Mall-prep^rins-.md -"ii i ir J 1 ln<-- ». Une .jperator*. 
Telephone )peratcrs 
Teletraph •per.if rs 
R«ceptlon{$t< and lnf'r-»it! n » Urk* 
Inforaatlon and nit-^sia^ M r IMt if r« - >p »t ions .n i. 



^ %'i «t 



n.e.c , 
pit ions. 



24 Mlscf Uaneoo*» «, >ri 



Collectors 
Adjusters 

Hcte 1 ^ lerks. n.f c. 
Dirvvl s»T"lce clt»rV'», 
Hlscel lincfous cUrlcil 



jp.it ion* r .» 



25 Saleis^«'n. Ser 1 _ os 

Salesmen, reil e«Nt 4li* jin.«rtn<« 

Salesmen. •>«' ur i* u > 

Salesisfn. f***.'.*'- i*^ * t^t r 

.Salesoen. ri.M *n ! t*!« i>^l ^* ^-xi 

^alestaen, K>tel srr^Ue*. 

Salesmen. trar««p 1 1 it i n .Tvi e. 

Sale^nen. -*Jn?er»j»<e and rrpiir »ei 

^a lessen, i* U i: t< s 

Sales'^en. -»rl'?tin» md »i.crt<siii: 

Salesmen, .♦•r.ue , n - 



.»st rn." 



i.e-. 



^^losn<-n .»nd silcsrersons. horticultural and nurserv 
prod'i ts 

' ilcs-^Mn «rd salespersons, aRrlciltvr^l products, n.e. 

^lU'^^tn «nd s ilvsfrrsons, foodstuffs, beverar.es. And 
»«»b.i( ro 

'\»lfs",.n ind s.»|..sr>ersons. textiles, tcjtlle products. 



>6> 

271, 
273 
276. 
275. 

276. 

2>7 

278. 

280, 
281. 



283. 
284, 
285. 

286. 

:87. 



290. 
.'91 
2<)2. 
293. 

96. 

297. 

299. 



'»lM>.«"fn in<1 -(ialt^trrrv' ns« 

Mlt's'-tT »n'1 ^ tlesperson'.. 

' ilest^«Fi in.* s I U sper" <'ns. 

ilfs*** r n<< s I Irsrcf S'>ns, 



leather and l«Mther products 
paper and paper products 
chericals and drug preparations 
fuel and petroleum products 
f^last U s product s 



* iles->«T s kl« Si erv.^rs. rubber products 
Salesn«*n and saIesp«.r><ons. stone, clav. and kIis< products 
^"ilesrsen .ind sale<p»'r<^ns. •»»'tal and -»t,»l products 
Salesmen and s »|f*sp« r''«>'>s. ' ousel urni< hint* • 
Salesnen and .aleip»»rsirs« hotel aoJ tostaur.int fquipiT'ent 
and jtuppi ies 

Salesmen and .salespersons, industrial, ccnst ruct fon. 
ninins. and drillins equipnvnt .ind supplies 
Sales'^ en and n.v I es persons, lar^a .ind p.irden cqui^M-t-nt and 
suppl lv» 

Salesnen »nd salespersons, household appliances and elec- 
trical nichlnery. equipment, .nnd supplies 
<alesnen and s.ilesper»<^ns. transportation equipment 
Salesnen and sajespt^rsons, business and *«-r5crcial 
nachinrs, oquip'^ent, and 'tupplics 

Salesmen and salespersons, ncdical and dental equipnent. 
supplies, -ind appliances 
Sale.snen and salespersons, 
S.ilesren and salevpers.ms, 
<ales"ii'n md s.ilespcrsons. 
and suppi les 

^.ilesnen and ':aie.'<per&ons. anusenent .ind sport injt j(oods 
^ales-ien ind % »le<per«5ons. '-uiit ani ru ti .il instru**ents 
S»le'~«T »nd s lU'sper s.>r'.. ccTodit »e«w, n.**-?. 

JQ Verr btndlsint; ".nuoatlons. Fxccot <ale<nen 

Mies c IctV's 

Peddlers 

P'Mitenefi 

Canvassers and solicitors 

Au< f i-*n*»f rs 

Shoppers 

DmonsCrator% md nodels 
Otsplav -len and window trimers 

Vcrchindisine otrupations. except silesnen. n.e.c. 



Jewelrv and silverware 
sc lent if ic apparatus 
photoRraphiv equipoerit 
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SERVICE OCCfPATIOKS 

10 Dorestlc Service Occupations 

301. Oay worVuers 

302. Uundrtites. private fatally 

303. Housekeeper*, private farslly 

304. Houjietaen and yardnen 

305. Cooks, donestic 

306. "aids, dcnestlc 

307. Nursecaids 

309. Oonestlc service occupations, n.e.c. 

-)] fg^^ and Bev«?rage Preparatio n and Seryf^^ Occupptlons 

310. Hostesses and stewards, food .ind beverage service, except 
4hlp stewards 

311. Wftittrt, waitresses, and related food servinR occupations 

312. flartendtrs 

313. Chefs and cooks, large hotel and restaurants 

314. Chefs and cooks, soall hotels and restaurants 

315. Miscellaneous cooks, except donestlc 

316. Meatcutters. except In slaufthtcrln* and packing houses 

317. Miscellaneous food and bcveraRe preparation occupations 

318. Kitchen workera. n.e.c. 

319. Food and beverage preparation .ind service occupat lons.n.t. 

}2 Lodt^lnc an(< Related ^^^rvjce Occupations 

320. BoardinRhousc and lodRln^house keepers 

321. Housekeepers, hotels and Institutions 

323. Maids and housenen. hotels, rest.iurants, and related 

establishments 
32i. Bcllnen and rtlated occupations 

329. LodRinR and related service occupations, n.e.c. 

3^ Ri>rb«*rtng. Co$nfctologv. and Re lated Service 
Occupations 

330. Barbers 

331. Manicurists 

332. Hairdressers and cosnetoloRlsts 

333. .Make-up occupations 

334. Masseurs and related occupations / 

335. Bath attendants 

338. L-:balrcrs and related occupations 

339. Barberina. cosmetology, and related service occupations, 
n.«.c.^ 

34 Arus^"*nf ■'«d p^creatlon *ifrvlce Occupations ' 

340. Attendants, bowlinR alley and billiard parlor 

341. Attendants, Rolf -course, tennis court, skating rink, and 
related facilities 

542. A.'ause-ent device and concession attendants / 

343. Oa-^hllnR h.iU .attendants 

344. fshers 

346, Vardrobe and drcssinK-roo» attendants 

349. A.'^use-ent and recreation service occupations, n.t- c. 



IS MfsceUanfOU'^ Personal <?ervict' Ocmoations 
350. ship j^trcirds .md related occupations 
}5l. Pull-.m porters ,ind train attendanis 
302. Hostessf'S and stewards, n.e.c. 
\'tl. Culdes. except hunting and fishinS 

354. Cnlicon«;vd -sidwlves and practical nurses 

355. AttcniJants. hosplt.ils. rorRues. and related health services 

356. Occupation* in ini*".!! care, n.e.c. 

357. Baeea;:e porters 

358. Chcokroop. iockcr roc-, .md restrcon attend.ints 

359. "MI »ct«llaneous personal scrvici- occupations, n.e.c. 

it> \pn. »<*! and Furoishirgs Service 0<. r uaat io't s 
361. I .iundcrJn^" orcupation^ 

3b2. Prv cU'anlnt or^'upat Ions • 

363. ^ressinR occupations 

364. Dvcink: and related occupations 

365. Shoi' an<i luceatee repairren and relaift* occupations; 

366. Bootblacks and related occupations 

369. Appar*-! and furnlshlnRS service occupations. n.«.c. 

37 Protective Service Occupationfe, 

371. Crossing watchnen and brioge tenders 

372. Guards and watchaen. except crossing watchnen 

373. Firencn, fire deparl-nent 

375. Policeni'n and detectives, public , service 

376. Policenen .ind detectives, except in public aervic* 

377. Sheriffs .-nd bailiffs 

378. Soldiers, sailors, aarines, ainsen. and coast guardratn, 
n.e.c* 

379. Protective service occupations, n.e.c. 

38 Building and Related Service Occupations 

381. Porters and cleaners 

382. Janitors 

388. Elevator Operators 

389. Building and related service occupations. n.e»c. 
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FARMING, FISHERY, FORESTRY, AND RELATED OCCUPATIONS 
(FARMING, FISHERY. FORESTRY, AND RELATED WORK) 



401. 



402. 



403. 



404 



40 Plant Farming Occjipalions 
(Plant Farming) 

Grain farming occup&tlpns 

(Grain farming) ' 
Cotton farming occu'^ations 

(Cotton farming) 
Vegetable farming occupations 

(Vegetable farming 
.Fruit and nut farming occupations 
(Fruit and nut farming) 
•tOS. Crop fpecWty farming occupations 
(Crop specialty farming) 

406. Horticultural specialty occupations 

(Horticultural specialty work) 

407. Gardening and groundskteping occupations 

(Gardening and groundskeeping) 
409. Plant farming occupations, n.c.c. 
(Plant farming, n.e.c.) 

41 Animal Farming Occupations 

(Animal Farming) 
411. Dairy farming occupations 

(Dairy farming) 
4)2. Poultr>' farming occupations . 

(Poultry fanning) 
413. Livestock farming occupations 

(LiveMock farming) 
419. Animal fanning occupations, n.e.c. 

(Animal farming, n.e.c.) 

42 MIfcellaneous Farming and Related Occupations 

(Mlacellaneous Farming and Related Work) 

421. General farming occupations 

(General farming) 

422. Farm irrigation workers 

(Farm ♦rrigation) 

423. Farm couples 

(Firm couples) 

424. Farm machioerj- operators, n.e.c. 

(Farm machinery operating, n.e.c.) 
429. Miscellaneous farming and related occupation% n.e c 
(Miscellaneous farming and related work, n.e.c.) 



43 Fishery and Related Occupations 

(Fiahery and Related Work) 

431. Ket, Mine, and trap hshennen 

(Ket, seine, and trap fishing) 

432. Line fishermen 

(Line Hshing) 

433. Fishermen, miscellaneous gear 

(Fishing, mifcellaneous gear) 
435* Whaling occupations 
(Whaling) 

436. Marine life cultivation and related occupations 

(Marine life cultivation and related work) 

437. Sponge and waweed gatherem 

(Sponge and seaweed gathering) 
439. Fishery and related occupations, n.c.c. 

(Fishery and related work, n.e.c.) 

44 Forestry Occupations 

(Foreutry) 

441. Forest conservation occupations 

(Forest conservation work) 

442. Occupations in production of forest products, except logging 

(Forefit products production, rxecpt logging) 
449. Forestry occupations, n.e.c. 
(Forcstr)', n.e.c.) 

45 Hunti*if , Trapping, and Related Occupations 

(Hunting. Trapping, and Related SerTlces) 
45t. Hunting and trapoiog occupations 

(Hunting and trapping) ^ 
4.';2. Hunting and fishing guides 

(Guide services, hunting and fishing) 

46 Agricnltural Servlea Occupations 

(Agricultural SerTlces) 

UM. Cottoi ginning and compressing occupations 

(Cotton ginning and compre&sing) 
105. Blight and pest control and bindweed eradication occupations 

(Blight and pest control and bindweed eradication) . 
4C6. Animal caretaking occupations 

(Animal car«) 
407. Animal husbandry serrice occupations 

(Animal husbandry services) 
469 Agricultural service occupations, n.c.c. 

(Agricultural aervices, n.e.c.) 



500. 
501. 
502. 
503. 
506. 
505. 
509. 



510. 
511. 
512. 
513. 
5U. 
515. 
518. 
519. 



520. 

521. 

522. 

523. 

524. 
525. 
526. 
529. 



530. 
532. 
533. 

534. 
535. 
539. 



540. 
541. 
542. 
543. 
544. 
546. 
569. 



PROCFSSISG OCCUPATIONS 

50 OccupAtlon^ In PrQcr <«:ing of H^tal 
EleccropLiSinc occupations 

Dip plAtlnc occupations 

Melting, po-Jrinfi. ca5tinR, and related cccupations 
Picklinc, clean ins, dcRreasinR, and related occupations 
Heat-treatins occupations 

Metal spraying, coating, and related occupations 
Occupations in processing? of netal, n.e.c. 

51 Ore Ri*flning and Foundry Oreupatlons 
Mixins and related occupations 
Separitinjr. filtering, and related occupations 
Melting occupations 

FoastinR occupations 

Pcurlnss and casting occupations 

Crushing and grinding occupations 

Molders. corenakers, and related occupations 

Ore refining and foundry occupations, n.e*c* 

52 Qccupntionft in Processing o f Food. Tobacco > anj 
P^Mlr^ Products 

Mixing, ccnpoundlng, blending, kneading, sb^?ing,and related 
occupations 

Separating, crushing, nlUlng, chopping, grinding, and re- 
lated occupations 

Culturing, nelting, fenaentlng, distilling, saturating, 
ling, aging, and related occupations 

Heating, rendering, neltlng, drying, cooling, freezing, 
related occupations 

Coating, icing, decorating, and related occupations 
Slaughtering, breaking, curing, and related occupations 
Cooking and baking occupations, n.e.c. 
Occupations In processing of food, tobacco, and related 
products, n.e.c. 

'i'i Qccu niT^^ ffTT'^ PrQgfc '»g<np ef Pap^r and R»1at^H M^f*»rials 
Grinding, beating, and nixing occupations 
Cooking and drying occupations 

Cooling, ble'achlng, screening, washing, and related 
occupations 

CalcnderlnfC, sizing, coating, and related occupations 
Fonalng occupations, n.e.c. 

Occupations in processing of paper and related 
Daterlals, n.e.c. 

54 Occupations in Professing of Petroleira> Coal. 

Natural and Manufactured Gas, and Related Products 
Mixing and blending occupations 
Filtering, straining, and separating occupations 
Distilling, subllDlng, and carbonizing occupations 
Drying, heating, and neltlng occupations 
Grinding and crushing occupations 
Reacting occupations, n.e.c. 

Occupations in processing of p<»troleua, coal, natural 
and manufactured gas, and related products, n.c,c. 



pick 
and 



550. 
551. 
552. 
553. 

554. 

555. 
556. 
557. 
558. 
559. 



560. 
561. 
562. 
563. 
569. 



570. 
571. 
572. 
573. 
574. 
575. 
579. 



580. 
581. 
582. 
583. 

584., 
585. 

586. 
587. 
589. 



590. 
599. 



55 Occupations in Processing Chtmlcals. Plastics. Syn- 
thetics. Rubber. Paint, and Related Products 

Mixing and blending occupations 

Filtering, straining, and separating occupations 

Dli'tilling occupations 

Hearing, baking, drying, seasoning, neltlng, and heat- 
treating occupations 

Coating*, calendering, laninatlng, and finishing 
occupat ions 

Grinding and crushing occupations 
Casting and noldlng occupations, n.e.c. 
Extruding occupations 
Reacting occupations, n.e.c. 

Occupations in processing of chenicals. plastics, syn- 
thetics, rubber, paint, and rel.itcd products, n.e.c. 

56 Occupations in Processing of Wood and Wood Products 
Mixing and rel.ited occupations 
Wood preserving and related occupations 
Saturating, coating, and related occupations, n.e.c. 
Drying, seasoning, and related occupations 
t»icupat ions in processing wood and wood products, n.e. 

\ 

57 Occupations in Processing of Stone. Clay. Class, an4 

-Feinted Products 
Crushing, ^rlndlnc, and rixing occupations 
^opantinJl occupations 
Melting <><rcupations 

Raking, drvina. and heat -treat int occupations 
Irprcgnat inf* . coating, and gl.izinr. occupations 
Fomlrg occupations 
Occupations In procctalng of stone, clay, glaaa, and 
lattd products, n.e.c. 

58 Occupatlonl^ In Proctaalng of Ltathtr> T^tllfi. and 
RtUttd Products 

Shaping, blocking, stretching, snd ttnttrlat occupstloM 
Separstlng, fllttrlng, snd drying occupstions 
Vsshlng, sttsnlng, snd ssturstlng ocCups^lons 
Ironing, prtsslng, glstlng, stsklng, csltndtrlng, snd 
•abosslng occupstions 

Herctrlslng, costing, snd ls«lnstlng occupations 
Slngtlng, cutting, shtsrlng, shsvlng, snd happing 
occupstions 

Ftltlng snd fulling occupations 
Brushing And shrinking occupstions 
Occupstions in proctsslng of Itsther, ttxtllss, sod r<- 
Isttd products. 




S9 Prog>aain» QrauBstiona. n.t.q. 
Occupations In processing p^ducts froa sssort«d 
naterlals ^ 

Hlsccllantour processing ocCupstlons, n.t.c* 




134 




HACHlKe TIUOES OCCUFATIONS 

60 Hpea\ |;>eh^njn£ Occup<tlOtu 

600. Hachloliti and rslatad occupitlooi 

601. Tool««kiri and ralatad occupadona 

602. C»»T •^chlnlnc occupatlcna 

603. AbradlnR occupation! 

604. Turning occupation! 

60S* Hllllnit and planing occupatlona 

606* Boring occuyationa 

607. Saving occupatlona 

609. Matal sachinlnx occupatlona, n.a.c. 

61 )1at»lworklnt Occupatlona. N.E.C. 

610. KaMiar forging occupatlona 

611. prtaa fPrgitg occupatlona 

612. Forging occuMtiona, n.a.c. 

6X3. Shaat A&d bar rolling occupatlona 

614. Extruding and drawing occupatlona 

615. Punching iM thaaring occupation* 

616. Fabricating a^^dlni occupatlona 

617. Fontlng occupatlona, n.a.c. 

619. .Mljicallanaoua satalvorking occupation*, p.a.c. 

62>63 Machanicj and MaehlttTv Upaitmwi 

620. Motorizad vthlcla and anglnaaring •^ulpsant aachanlca 
and rapalTBtn 

621. Aircraft a«chanica and rapairatn 

622. Rail aquipiaant sachanica and rapainan 

623. Marina ••ch^fiica aad rtpalnan 

624. Farm nachanica and rtpalratn 

625. Englnt, pow«r trana«laaion, and ralatad vachanlca 

626. HatalvorkloK auchlnary stchanica 

627. Printing tnd publlahlag aachanica and rtpalnan 

628. Tcxcila sachintry and tqulpaitnt aachanice and rapalntn 

629. Spaclal Induatry sachinary latchaaica. 

630. Ccncral Industry mtchanica and rtpairatn 

631. Fovtrplant atchanlct and rtpalnan 

632. Ordnanct and tccaaaorlaa aachanica and rapalntn 

633. Buainc^a and coanarcial aachina rtpalnan 

637. Utilities atrvlcc acchanica and rtpairaan ^ 

638. Hlac«llantoua occupatlona In aachina inatallatlon ind rtf'lr 

639. Mcchanlca and nachintry rtpalnan, n.t.c. 'i^^ 

64 Paptrvorking Occupatlona 

640. Paper cutting, wlndlf4, and relatad occupatlona 

641. Folding, craaalng, acoring, and gluing occupatlona 

642. Paper aevlng occupatlona 

643. Corrugating occupatlona 

644. Fattening occupatlona, n.e.c. 
649. Paperworklng occupatlona, n.e.c. 



65 Prlntlni Occupatlona 

650. Tvpetettera and compoaera 

651. Printing preta occupatlona 

652. Printing aachina occupatlona 

653. Bookbinders and related occupttlont 

654. Typcctsters tnd reltttd occupatlona 

659. Printing occupatlona, n.e.c. 

66 Wood .Hachlnlna Occupatlona 

660. CaMnetnakvra 

661. Patternmakers 

662. Sanding occupatlona 

663. Shearing and shaving occupatlona 

664. Turning occupations 

665. Milling and planing occupatlona 

666. Boring occupations 

667. Sawing occupatlona 
666. Chipping occupatlona 

669. Vo<fd machining occupatlona, n.t.c. 

67 Occupatlona In Hachlnlna Stoaa^ ^ ^'Ti lH 
Uy^H MMtTlaU 

670. Stontcutttra and related occupatlona 

673. Abrading occupations 

674. Turning occupations 

675. Planing and ahaplng occupatlona, n.e.c, 

676. Boring and punching occupatlona 

677. Chipping, cutting, sawing, and related occupatlona 

679. Occupati&ita In aachlnlng af^ne, clay, glaaa, and related 
aattrltlt, n.t.c, 

66 Textile Occupatlona 

680. Carding coabln^i drawing, and relatad occupatlona 

681. Twlatlng, beaalng, warpln;^, and related occupatlona 

682. Spinning occupatlona i 

683. Weavers and related occupationa 

684. Hosiery knitting occupatlona' 

685. Knitting occupations, except hotlery., 

686. Punching, cutting, foralng, and related occupatlona 

689. Textile occupatlona, n.t.c. 

69 Machine Tradaa Occupations. H.E.C. 

690. Plaatlca, aynthetlca, rubber, tnd Itather working occupationa 

691. Occupationa In fabrication of inaulated wire and cable 

692. Occupatlona In fabrication of producta froa aaaorttd aater- 
lala 

693. Modtlaakera, pattermakara, and related occupatlona 

694. Occupationa In fabrication of ordnance, aaounitlon, and 
related producta, n.a.c. 

599. Mlacallaneous sachlne tradaa octupationa, n.e.c. 
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700. 

701, 

703. 

?0*. 
705. 

706: 
709. 



710. 

711. 

712< 

713 
71^ 

715 

716 

7n 



"0 r>ccup4tl<»n< In ftSrUntlon. Asar=blv. an d ^gpalr of 

Occupaticn» in f«bTlc«ilrn. as^echlv, and repair of Jevelrv 
nUvervare, an4 rvUTcd pr (• 

occupations In fabrication, aatierMv. jr.rf repair of tools 
an4 related products 

Occupations m a«^rTaM\ and repair of sbrct-tsctal products, 
n.e.c 

Engravers, etchers, and related occupations 
FlllnR ^rlndlnR, bifflna, claanlnft, and pollshlr.R occupa - 
tlon«» n.e.c* 

Ketal unit assemblers and adjuster*, n.e.c. 
Miscctlanccus occupations IP fabrication, sssrrllv, and 
repair of Tsetal products, n.e.c. 

Jl Occupatlor.ji In Fabrication and Repair of Scientific and 



?20, 
7:1. 

"23. 

'26 



'2? 



•12 
71 i 

Me, 



740 

;4i 



*1edlcal Apparatua. PhotograpbiJ and Qntlcal qccdn. 
\'atches and Clocka, and Pelattd Producia 
OccuJ^atlons In fabrication and repair of Instrunents for 
•.seaautm?, control I lr.« , and Indicating physical cfiaract- 
\erlstl^s 

Occupat4onit in 'a^rlwatlon and repair of optical Instru- 
ments and lenses 

Occupations in faVri<.atlcn and repair of aurRlcal. sedicaT 
ar.d dental Instriraents and supplies 

Occupations ip fabrtcatlrn ard repair of ophthalolc Roods 
Occupations In fabrication and repair of photORraphlc 
equipcent and supplies 

Occupations in fabtication and repair of vatvhes, 4li><,ks, 
jind parts 

Occupation* .In rabrlcaClon and repair of enKlneerln? and 
scientific Insirurrnts and equlprent. nfe.c. 
Occupations in fabrication - d repair of scientific and 
redlcal apparatus. photORraphlc and optical goods, watches 
and clocks, ^ri related products, n.e.c. 

72 t'^ccupat Ions in Awyejblv and Repair of Electrical Equlp- 



r.ent 

Occupations in ass«»r.blv and repair 0' radio and television 
receiving sets and phonoRrapJ^a 

Occupations in asscrbW and rapa!r 0' '^o:or8, generators, 
and related products 

0*. c\*pat lens Ip asscr*'lv ani repair corsunicatlonv 
equipment 

Occupations In asse-b*% and repair of electrltai appli- 
ances and fixtures 

^ccoj,atl .n-^ vlncin^ %nd aate-l'^u^R colis. "agnet*. 
ar^stvj'es, and related rr^ijrta 

Oecupatlcns Ir asser^L- ' llRht bulba and electrrniv 
tuhes 

;?cfupati 'n< J" 'epa!r o* electronic ccr^- 

rorent* »rrf a«i^ef •• » t* s e ' 

Oc>upa».'"^v 1*- .s«.««';>i» ' sr T.i.k*" 'Atterles. 

'TC if at i'^rs tr •i^^r'ri'i r f e'ertrSa. wire »nd cable 

■ -fjpatlvn-, lr »s'.e-'"'v ,r<j rejalr electrical equlp- 

-'ent »^ e 

i ^ ip>tM>ns i*^ >.ibr l«^n and ^ epJlr ^rodutts 

. t ipatlf^ns 1' •a'^rl< -It Ion ..'.i repiir f •^ isj.aj instru- 
rfr\*>, ind parts 

• ^nstl*^ns Ir *%^ri All r An.i rerair sa-ea ^nd tovs 
c <rati< -i* lr ' i»-r i> twn and repair spcrtinx Roods 
rupa' I -I*, ir ','rJ .*1<P ind repair cf p*ns. penrlU 

ard ■ 'f *. « Ti iT"ls'> -sferUN. n e r, 

»*'jrat 1 — V i: -i iM'T 4'4<3 repali notions 

- 1 .r • »» r ,t ' ri i'* ' repair *«rwplr e ^r 

•jpitl f' 1^ •^'^fl'^tltn and repair ot ordnat.v and 

»c f «?i^s<" r !«•«; 

-^tl rs fr •i*»**4M'f a^upj5ion. firevorks. 

f'V ' *»i . «'"' ''••'Ate'i jr d'jcts 

'j;i'.fns ir 'aJ«rlfatirtn and repair of pro^fucts oade 

• rop rted •'-it er s , n e c. 

F'al ntl-^jt rec-r3Mn>;. VeU* ed Occupat tons 

r^ers. -^i-ta^ 



^S2. 
753. 
754 
759. 



760. 

761 

764. 
-69 



770 

771. 
'••»2. 
773. 

774. 

'76. 
77 7 . 
77Q. 



'60 

7fil 
782. 

783. 
'84 

78 i. 
786. 
707. 
788. 
789. 



790 



794. 
799. 



^<f .pat Ions m Fabrication and Repair of ?laatlc»t 
Pub^-or. <^vnthrtlcx. and Prlated Preducta 
^.,<p4trn« tn 'abrlcatlon and repair of tires, tubes, 
tire treads, and related products ,^ 
;avlnc ->ut and cultlnc ocrupstlons. n.e.c. 

FlttlnR. shapinR. cer>entlr.R. flnlshlnR, and related 
occupat lon« . n.e..c . 

Occupations in fabrlcatl n and repair ^^f rubber and 
plastic footwear 

Occupations in f.ibrlcatl'^n and repair of niscel laneous 
plastic products 

Occupations In fabrication and repair of plastics, 
synthetics, rubber, and related products, n.e.c. 

76 



Occuraliins in Fabrication and Repair of Wood 
Procucts 

Bench Carpenters and related occupations 
Occupations in lavlnR out. cuttlnR. carvinR, /ahaping. 
{ind sand ln(^ wood products, n.e.c. / 
Occupations in ansenblinR wood products, n.e.c. 
-Vcupatlons in f.ibrlcaiion and repair of furniture, n.e.c. 
CoopersRC occup.-itlons 

Occupations in fabrication and repair of wood produwts 

0 rupattons_in Fabrication a»j Repair of Sand . 

<tonf. Clay. ;ind Class Products 
'^vrupatlons in fabrication and repair of Jewelry, orna* 
aents, .md related procuCts 
Stone cutters and carvers * 

^lass blowing, pre^sinj^, shaplnR. and related occupations 
Occupations in coloring and decoratlnR brick, tile, and 
relared products ^ 

Occupations in fabrication and repair of pottery and 
porcel.tln ware 1 

i:rlndlnR. flllrR, poll|thlnR. frostinR, etching, clean- 
ins, and related occupations]^ n.e.c. 
Occupations in fabrication and repair of asbcatos and 
polishing products, abVaslves, and related ssterlals 
Modeln.ik«rs. patterrnalcers. aoldaakers, and related 
occupations * 

Occupations in fabrication and repair of sand, atone, 
clay, .ind glass products, n.e.c. 

^8 ^Occupations in Fabrication and Rapalr of Textile. 

Leather, and Related Products 
'\4upatlons in upho*sterlnR and in fabrication and repair 
of nattresses and bedsprings 

Living out. Rarking, Cutting, and punching occupat lons.n . e . c. 
H^rd severs, nenders. csibroldeters. knitters, and related 
(voupatlons, n.e.c. 
Fur vofkin? occupations 

occupations in fabrication and repair of hats. caps, gloves, 

.ind related products 

Tdih rs and dressaakers 

^evir^ machine operators, garment 

Moving machine operators, nongament 

Occupations in fabrication and repair of footwear 

Occupations in fabr lent ion and repair of textile, leather. 

and related products, n.e.c. 
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gench U'ork Occuoationa. .S'.E.C . 



Occupations in prepar.it ion ^ food, tobacco, and related 
products, n.e.c. 

Occupations in fabrlc-»uJon of paper products, n. e.c, 
Miscellaneous bench wrrk occupations, n.e^c. 
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STRUaURAL WORK OCCUPATIONS 

80 Occupations In Metal Fabricating. N.E.C. ^ 

800. Riveters 

801. Fitting. boUlnK, screwing, and related occupations 
804. Tlnsnlth», coppersaUhs, and sheet secal workers 

«80S. Bollenr.akers 

806. Transportation equlpoent assenblers and related occupations 

807. Bodyaen, transportation equipment 

809. Miscellaneous occupations In aeCal f abr Icat in; ,n . e.c . 

I 

81 Welder<t. Flane CutC ers. ^T.t Ralated Occupationa 
SlO. Arc welders 

81 1 . Cas welders 

812. Conblnatlon arc welders and gas welders 

813. Resistance welders 

814. BrazinK, braze-ueldlng. and soldering occupations 

815. Lead burning occupations 

816. Flame cutters ,ind arc cutters 

819. Uelders, flace cutters, and related occupstlona.n.e.c. 

82 Electrical Asseabllp.K. Installing, and Repalrlnj^ 
O ccupat Ions 

820. Occupations In asseably, Installation, and repair of gen-> 
erators, motors, accessories, and related powerplant equip* 
saent 

821 Oc«.upattons In assenbly, lnstalI:>tlon, and repair of trans*" 
sisslon and distribution lines and circuits 

822. Occupations In asscr.bly. installation, and repair of wire 
cofT*unlcatlon, detection, and signaling cquipeient 

823. Occupations In asserbly. Installation, and repair of elec- 
tronic corr-.unication, <:etectlon. and signaling equlpaent 

82A. Occupations in asscrblv. installation, and repair of light- 
ins cQuipnent ^n<i *«ulldlng wiring, n.e.c. 

o25. Occupations In'assenblv, installation, and repair of trans- 
portation and raterlals handlln;^ equlpeent, n.e.c. 

826. Occupations in assembly, installation, and repair of in- 
dustrial aprarat-js, n.e.c. 

32^ tX^upations in assenblv, installation, and repair of Iar;te 
Uc'U«ichol<J nppl lances and slrllar co-nercial and industrial 
equipner' 

828. Occupations in fabr ic«it ion, installation, and repair of 
electrical and electronic products, n.e.c. « 

829. Occupations in asse-iblv. Installation, and -repair of elect- 
rical rrodiicts, n e.c. 

8a Palntlngi Plastering^ waterproofing, CeffientinA, anj 
Related Occupations 
8-tC. Construction and raalntenanve palntera and related occupation 
8^1 Paperhangers 

8^2. Plasterers, and related occupatlona 
84). Waterproofing and relatod occupatlona 
844. Cesent and concrete finlahing and related occupatlona 
8<»5. Transportation cqulpsent palntera and related occupatlona 
8^9. Palntine, plastering, waterproofing, cccenting, and re- 
lated occupations, n.e.c. 

Fx avjirW. '^rading^^ Paytn?. end Related Dec uaat ions 
850,,. — ^xrSvatlns:, grading, and related occupatjcna 
B51 - Dralnaj^e and related occup-*" ions 

852. Concrete paving occupation 

853. Asphalt pavlnK occupations 

859. Excavating, j<radinx, pavinK, and related occup^^t ions.n. e.c 

86 Con^trucr ton Occupations . S'.E.C. 

860. Carpenters and related occupatlona 

861. Brick anu stone nasons and tile setters 

862. Plmabers. ga** fitters, steaa fitters, and related occupsti 

863. Asbestos and insulation workers 

864. Floor laying and finlahing occupatlona 

865. Glaziers and related occupations 

866. Roofers and related occupations 
869. Mlscellanet.' ta construct ii^n occupations, n.e.c. 

89 Structural Work Occupation«> N.E.C . 

891. Occupations in structural esaintenance, n.e.c 

892. HoistinK and convey Injj occupal i^^ns. n.e.c. 
899. Miacel!«neou«i structuraf work occupations, n.e.c. 



90O. 
902. 
903. 
904. 
905. 
906. 
909. 



910. 
911. 
912. 
913. 
914. 
915. 

919. 



920. 
921. 
922. 
929. 



930. 
931. 
932. 
933. 
934. 
939. 



940. 
941. 
942. 
949. 



950. 
951. 
952. 

9S). 
^54. 

955. 
956. 
957. 
959. 



960. 
961. 
962. 
96). 
964. 

969. 



970. 
971. 
972. 
973. 
074. 
975. 
976. 
977 . 
9 79 



MISCELLANEOUS OCCUPATIONS 

90 Motor Freight Occupations 
Concrete-alxlng-truck drivers 
Dusp-truck drivers 

Truck drivers, Inflsoeables / 

Trailer-truck drivers 

Truck drivers, h^»avy 

Truck drivers, light 

Motor freight occupations, n.e.c. 

91 Tranaportation Occupatlona, K.E.C. 
Railroad transportation occupatlona 
Vater transportation occupatlona 

Air transportation occupations 

Passenger transportation occupations, n.e.c. 

Ptcplng and pipeline transportation occupations 

Attendants and servlceaen. parking lots- and aervlce 

facilities 

Miscellaneous transportation occupations, n.e.c. 

92 Packaging and Hateriala Handling Occupations 
Packaging occupations 

Hoisring and conveying occupations 

Occupations in scving and storing catcrlais, n.e.c. 

Packaging and naterials handling occupations, n.e.c. 



93 Occupatlona in Extract Ion of Minerals 
Boring, drilling, cutting, and related occupations 
Blasting occupations 

Loading and conveying occupations 

Crushing occupations 

Screening and related occupations 

Occupations in extraction of niserals, n.e.c. 

94 Occupations in Logging 

Tlaber cutting and related occupations 

Log inspecting, grading, scaling, cr.d rclctcd occupatlona 
teg sorting, gathering, storing, and related occupations 
Occupations in logging, n.e.c. 

95 Occupations in Production and 01?y rthnt ion of 
Utilities. 

Stationary engineers 

Flrenen and related occupations 

Occupations in generation, transalsslcn, a- ^ distribution 
of electric light and power 

Occupitions in production and distrlbut ;an of gas 
Occupations in filtration, purification, and distribution 
of water 

Occupations in disposal of refuse and sewage 

Occupations in distribution of steaa 

Occupations in trans^isalon of cocrsun 1 cat ions . n.e.c. 

w<^cupaicions in production and distribution of utilities, 

n.e.c. 

'^ft A.->t^^estent , «)ecreatlon, and Motion Picture Occunarlona. 
N.E.C. 

Motion picture projectionists 
^odels and stand-ins, n.e.c. 

Occupations in production of notion pictures, n.e.c. 
Occupations in radio and television production, n.e.c. 
Occupations in theatrical and related enter talnnent pro- 
duction, n.e.c. 

Miscellaneous aausenent . recreation, and aotion picture 
occupat ions , n.e.c . 

97 Occupations in Craph^y Art Work. 

Art work occupations, brush, spray, or pen 

Photoengraving occupations 

lithographers and related occupations 

Hand compositors, typesetters, and related occupatic » 

Flectrotypers and related occupations 

Stereotyper^ and related occupations 

Darkroco occupations, n.e.c. 

Bookbinders and related or(>upations 

Occupations in graphic art work, n.e.c. 
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VITAL CAREER INFORMATION CENTER 



LOUISIANA STATE DEPARTMENT Or EDUCATION 
421 North STiiter P. O. Box 440S4 
BATON ROUGE. LOUISIANA 708O4 




VOCATIONAI 

TkhniouU 
Amifo { 

tOCAUf 



Vocational 



Information 
Techniques 



Applied 
Locally 



FORM 7— LETTER 



SUGGESTED FORM LETTER TO BE USED IN SECLTIING APPROPRIATE RESOURCE PERSONS 
FOR LISTING IN THE VITAL CAREER RESOURCES INFORMATION DIRECTORY FOR SCHOOLS^ 



Your cooperation is i equested in a project to secure resource perrons who 
will aid the Fchcols in the career information program. Resource persons 
are people who nan "teach" our children about careers from' the "textbook 
of their work experiences." They are perrons who can help boys and girls 
find out things they need and want to know about careers, and who can help . 
them learn "how and why" to do the things they need and want to be able to do. 
Resource persons have a wealth of career information, knowledges, skills, 
abilities, and experiences that can be shared with students beyond what is 
learned from books and in the classroom. 

You can help us by completing and returning the "Resource Persons and 
Materials Inventory."^ A copy is for you, to keep for reference. As a 
successful person in your field of work you can make a valuable contribution 
to the career education of students by sending the completed form to us. 

After you leturn the form we will make a record of how your career experiences 
^li int^ the occupational types which occur inthe rqgionalbusinesFes, industries, 
prof^ess3oml,and governmental organizations, i^e will also list the types of 
o?cupational information and materials you can provide, such as talks on the 
descriptions, duties, requirements and benefits of specific occupations; 
audio-visual aids, reading material, programmed data, and resource materials 
you can loan or furnish; interviews, worker observations, and on-site visitations 
you can provide. Later on, wp will make a Career Resource Persons Directory 
containing the above type o^ information for all the careers of resoxirce persons 
'from whom we receive forms. The use of resource persons vill be controlled. 

We are asking all persons who are willing and able to serve as resource persons 
to fill out a form so no one person will be overburdened. You can help assure 
the succefs of our children having the best career information and education 
program by completing and leturning the form now. Thank you for your cooperation. 



Please fill in as ruch of the form as you can 
a..d state v;heri an^ 'vherc you are a^^ai Table. 



^'^^an ^e issued by administrator, principal, teac^hei , counselor, club leader, advisory 
committee member; business, industrial, civic, service, or gorvernmental organi- 
zation official 

Tlit VITAL Pri>jrit is ci>~spr>nsurcd by the I^uisiana State Department of Education and School Boards of the following Parishes. 
Ai'ccnsit'h, East Batun Rouge, East Fehdana, Iberville, Livmgjiun/ Pointc Coupee, St. Helena, West Baton Rouge. West Feliciana. 



Yours very sincerely. 
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VITAL CAREER INFORMATION CENTER 
P 0. BOX 44064, CAPITOL STAT'ON, 
BATON ROUGE, LOUISIANA 70804 

FOR>' 7A' 



X • li^n*. u&nt 'o kr,.^- *.vt*: **rt*^* oppcr* ini • ani r*^q airr-xt'nt oc -ur in ojt lo^al arf-a, 
Vou »ari nake si '.'iliatl" -or* r S : •:• ion tovarJ ',h^ ^arce' gaiian^e ani edla.^atior of .^tiJen'.^ 
t." 'jrVinr as 'i r»*soarce p*rTori. Floaso "on:pl«^*e this forn ro ^Qn knov yo i b<^tt^r atti 
TaO'J you can tent assist rtudcn'.c ^n an ajvisory ^^apav^ity. You vill have cati.-fa-Mcn 
of kno^'ing ♦'.hat tho data you pro^-ii': vill bo ured foi tho bene fit of staJentc, tea^h^^rc, 
"ounsolors and jthcr^ inlei^-st^^J in ^arc^^r inforriation. Flearo r*bturn the complt'*.<^d *'om 
*o the- VTTAL ^H*^!^r In!'orr.ation Centor at tho above address. Thank you for your ooopn:a*Ion. 



1. 



Last 



Kiddle 



i. Ti'.l-i of it:c>n oi upation-. 
^*T\*iC 'V '^rlpii.\'". of ^'ork rone:_ 



. . o' '..'.n*:? , li.u rt y. or ;rani2at;or. liy A'hich Kcplo,. 



M i r/; ' A 1 j : f' - . : ' / \z ft t N"o . and Name ^ 

' n*y • ifParirr, 



J ?uildir.^-':_ 



•i.' : Jot Z ^.ave helJ: (a)_ 



'a • ^• ri*;lar T "an Toll an^ *hov Thin^.;:; A^out:'al_ 



.n«j Kinis o:' ^ :pational Information nr. i '■laV--ials I 'an Talk About, ."how and/or r«o\:i' 
fa - jtafornation:t:h>.'-k) CI7: cb >:tio:^, £I7^fiy> ^^^^nof 1 ts . .^^^ jtmlo-^^nt ^e:hani. 

ZZ/Jv-'w :v-c •ript;on?,/^"7Entry Requlromonts./y Anvanoenent. / / F 



, /~7 Sn^ry Heqiilromonts . / y Advanoeisent. / / Future Outlook 



' b I Au^jg^^'AgU^l fMS' /^Trllnc, ^ 7 Pictures. /"^Transparencies ^ .ri'r.rY' - 
. r'O.a-'r:, / — t '^splays, ^^ZT^" ilin^tr ipr, flid^- . £I7:^c--ordinfjr , _J_ 



.; ^Un»^ ?^ft»^r xal {£3^;Mb licgr ap' u.", / 7Job Jes-riptions.^^'^&Tsonnol Handbdok, 
Ic*^k. , JZTBooklo '.,'3 , I / •Jlro-T.ories,./ TPerio ii -al^ , /~7Train. Manual, ; 

o.'r \Txi' i . a ta : 



'in*o:t; • ron ^ %a Iro-e.5-»;d • oriiiat ion on Jobr , Training; / >i'ther: 



' . :« Mat<^. ia3 f : /^"^ /•^ '^^P^' ^ * ^^jiated, / /rlxampl^.-.Terv if'^s T^^nOci^i, 
_ \' fi\a^ri ol^7£rV(i*'l'r , ' 7f >ampl o ( n > . T ? od u - 1 s > ZZJTooln Mrod; 



".•^t'lodl::^ of "ror«?nta*^ ion: '"'■ '^"k) / / '>sx>n!; v*'ation, / / Dir^U5Sion, / / Talk, 



11. A^viipOf-n* 



-i il.'. 



11 



^u Ji tor i in ( T ' z*" 



' pl^" r. N"'>'l'^d : ^ J /ola*'d In'*"'^ ♦i r, / T'-a K*ir Vi<i*. Firrn , 



♦ i >n: ' tH^ ' 
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HfTouroe Fftrsons and Materials Inventory Form 
(Continued) 



17. I villmako arranc^n'^rrf at place of business or organization for: (Cherk) 

(a) /"^nte; vlovr . by appointment as a consultant on: 

(b) / . On« -sUe Virir.atlonr of; (State Parts of Organization)* 



(State Occupations of Workers)* 



(<*) Zlly Observation 2£ IndividuRl Worker by a Student IntereFted in Entering a Specific Job 



(d ) ' 7 0ther Activities : 



18. In malcing arrangement? for interviews, visitations, observations and presentations 
I prefer: 

(a) Advance notice of ^,Il7days By: L^Phone, ^I/Letter, / / In Perron, ^Z^Other: 

(c; For participation h^: /Students , Grades : through {Z7; / — TT^^chnrP t 

Counselors ; Z- ^arents ; /^^Othere : 
(d) Size of Group- / 7» (e) Month(s) o£ Year : JFMAMJJASOND 



(f) Day(s ) of Week : M T W T F S S ; (g) Hou^g of p fr v: 8 9 10 11 12 1 2 3 5 
(h) Plikgt of Assembly or Meeting : 

(1) RApf.r^r^t.^^n«; . 



19. My Special Interest Areas :^ 



20. My Talents or Special Skills; 



21. Hobbies I can Share Information About:. 



22. Unique Exper'**RceB I Have Had During Work Life (Career Relate^: 



23. Accomplishments, Honors, Awards, or Recognitions Earned: 



2A. Organizations I belong to, Committees I am on, and Activities Participated In: 

(a) 0RGAN77A7I0TJS 



(b) CMKITTEES/OFFICES (^^1 ACTTVmES 



/ 



t » I 

25. Books, Reports, Articles, or Papers written/ published: 

(a) 



26. I havb lived here Z— / years. Before thist lived £ / yaars in other places, including: 



2'^. My education and traininghave J)eon mainly in the field{8) of: 



Obtained a? : _^ 

For Which I Received A: 

28. Date Form War Completed: tSigned: 

/ -3-73 45 
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FORM 7B 



SCHOOL 

\^ RESOURCE PERSONS FORM 

Students want to know what career opportunities and requirements occur in our local area. 
You Cdn make a valuable contribution toward the career guidance and education of students 
by serving as a resource person. Please complete this form so we can know you better and 
how you can best assist students in an advisory capacity. You will have the satisfaction 
of knowing that the data you provide will be used for the benefit of students, teachers, 
counselors, and others interested in career information. Please return the completed form 
to your school counselor. Thank you for your cooperation. 



1 . Name: 



Last First Middle 

?. Title of Position or Occupation: ^ . 

3. Brief Description of Work Done: 



4. Name of Business, Industry, or Organization By Which Employed: 

5*. Business Address: (Street No. and Name) ;(P.O.Box) 

(City) ^;(Parish)^ (Zip) 

6. Business Phone: ^_;7. Building: (Room No.)_ 

8. Other Jobs I have held: (a) .;(b)^ 

9. Career Field I Can Tell and Show Things About: (a) ^ 



10. The Kinds of Occupational Information and Material s__I Can Talk About, Show and/or Provide: 

(a) Information: (Check) / /Job Duties, L^/^^y^ Benefits,/ ^/Employment Demand, 

/ /Job Descriptions,/ /Entry Requi renents ,/ /Advancement , / ^/Future Outlook ^ : 



Jb) Audjo-VisuaT Aids: / /Films', / /Pictures,/ ^/Transparencies,/ /Other: 

/'/Charts, / /'Displays, 7 /Filmstrips, 7 /Slides, /' /Recordings, 



(c) Reading Ma^terial : f / BibljbgraphTes, / /Jo b Descriptions, /' /P ersonnel Hdndbook, 
/ /Books, / /Booklets, / '/Directories,/. /Periodicals, / /Training Manual, 



Id) Resou rce Materials : / / Equipment, / ^/Example^ Services Rendered 

/ / Articles Sold / / Sample(s), Products, / /Tools Used; 



11. MethodTs)^o"f Presentation: ICheckl / " / Demonstration, f I Discussion, / I Talk, 

/ /Other: (Statue) 



12. I will need the following equipment for rny presentation: 
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13. 



\ 



Resource Persons Form 
(Continued) 



14. 
15. 
16. 
17. 



I will make arrangen,ents at my place of business or organization for: (Check) 
(a) Interviews ^Yes, ^No 



(b) On-site Visitations 



\ Yes, 



No 



(c) Observation of Individual W^ker by a Student Interested in Entering a Specific Job 
^Yes, ^No 

(d) Other Activities: ^Yes, 

My Special Interest Areas: 




My Talents or Special Skills: 



Hobbies I can Share Information About: 



Organizations I belong to, Comnittees I am on\ and Activities Participated In: 

~ (b) COMMITTEES/OFFICES 



(a) ORGANIZATIONS 



(c) ACTIVITlTT 



18. My training has been mainly in the field(s) of: 



19. Unique Career Experiences I have had: 



20, Other Comments: 



21. This information on this form may be printed in a Community Resource Directory. Would 
you be willing to be a resource in other scnools throughout the parish? Yes No 

Date Form Was Completed: ;Signed: 



ERIC 
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VITAL CAREER INFORMATION! CE^JTER/' ^ 



P. 0. 'BOX, 440o4, CAPITOL S 
BATON RcjUGE, LOUISIANA 



ATlpN, / 




PROJECT VOLUNTEER 
Join the R.inks of Involve J IVopk' 

PROJHCT vol UNTE1:H is j>:.Kd to help you /oro in on YOlJi arci 
of tniorcs^:, l.iknv» Yc)l R av.iiiablo luuc .iiul YOUR s^pcciai .skiU.^ laio 
.full coni>Klcraiiu!i. Sixcifically iM^OJ!;CT VOLUNTBi: R is a free 
compuicrizcd oysiem lu inaich >oiir hJckgrounJ .uij >our interest as 
a citizen vohmt»;cr with the neeOt' uf comniunit) ?>erVKe .igeneits in 

the /\ren, Por'vou so receive tlie most benefits 

from ihib prt)g! jiu \ou must be .srHCU lC, p.irticul.irly in the of 
your inteiests .inJ be as COMPl MIV ts you can throughout tlie 
que««tionn.urc,'J«- 

Pi'oiect Volunux r 

A contputvi i/oj s>stL!ii to match, the iiueies;s and bacKgrount^is of 
citizen volunteers uiUi the needs of iMiinuniity service ai^encies. 



6' Card Number 



7 -12 Dite 



13- 14 _ Reference 

I Oceup It ion ; 

14- 16 _ AccepieJ 1 

Z- i I , ir p 1 u ye r " 

Stcin-iard Industrial Claojl: : .:aiiun Ccie: 



Name 

Home A*.!dresji 



Telephone N^o. 



Business Phone 

Please list <iiK\CL\ a i-i service oi^'J *:/ -ti* i*s (»r winch y-»u nre now a 
Piiemivr: 



^ Biir ov; cupplcr-onl; tho'^T.!I/L Itosource Pori^cns and 
i.?ff.r.^*i-l^^ Inventory Forra" 



5;cction VI 

17-18 - Your ago 

m the space provided lor cacn (^ucstion, cmcr ihc appropriate 
nunibcr which best describes you: 



H 



10 Sex 

1 - NUilc 
20 Mariwl Status: 

1 - Married 

2 - Siii?lo 

2 - Separated 



2 - Female 



2 - Divorced 
2 - Widowed 



21 Race- 

1 - White 

2 - Black 

3 - Other (specify) _ 

22 Do you have use of a personal car? 

0 - No 1 - Yes 

23 Religion: 



0 - K'oii -denominational 

1 - Protestant 

2 - Cailiolic 



3 - Jewish 

4 - Other (sjx^cify) 



24_Are you interested in v;orkmg with a reiigious organization? 

0 - \'o ^ ' Yes 

(If yes. enter an "X- nevct to the one closest to your mte.-ests) 



25 Non -dei)o\ninational 

2^ Protestant 

27 Catholic 

28 Jewish 

2.0 Otlicr (specify) 



ERLC 



■Section V2. Enter an "X" f'>r ses,. Leave bLink for no. 

30 Is work not. invoheJ directly with people ncccptnble? 

Indicate "X- for all groups wliich you will be willing to work with. 

14. ^ 



\ 



WiUi wliat cultural or racial group(^) would you he wilhng loXvork*' 

31 Any racial groups 

32 ^Vcry prcdoniinaicly white 

3? ^\'cry predominately black 

34 Mixed 

3S_0iher . 

!-or which of Uie following age group(s) would you prefer to do 
volunteer work? 

36 All age groups 

37 Very young (less than 5 years of age) 

38 Children (5-12 ybars) 

^Young adults (n-20 years) 

40 Adults (21 years and older) 

41 Elderly 

What times would you usually be available for volunteer service'' 

42 Almost any time 

43 Weekday morning 

44 ^Weekday afternoon 

45 Weekday night 

46 Saturday (day) 

47 Sunday (day) 

Section V3, rill blank at l>cgmning of question with appropn m 
number. 

4B illow often would you Ik- available for volunteer scr\!c.' ' 

1 - Spot lob or on call 4 - Once per week 

2 - Once per monUi ^ - ^^^>r<^ ^>«^^' ^'^'^'^ 

3 - Every two weeks 

49 About how many hours per "shift wtuild you be availjble'^ 

1 - 1 to 2 hours 3 - 6 to 8 hours 

2 - 3 to 5 hours 4 -Uver 8 hours 

5C How long have you been a resident of tJife _Area' 

I - I year or less 5 - ^ years 



2- 2 years 

3- 3 years 
4 - 4 years 



h - 6 to 10 years 
7 - i I to 15 year-> 
S - more tiian 20 years 



51 Qti !iow many boards luivc you scrvcti? 



0 - None 

1 •(>n.^ 

2 - Two 



3 - Three 

4 - Four 

5 ' Five or nu)rc 



S2 Amount of Cvliioanon you \um completed: 



2 - Tt^rougn ^tJj (Ira vie 
*3 • Tnrough i2th Cra^L 



5 ' K.nsoi Collcj;e Graduate 

6 - liA or nS 

7 - Graduate lX*g.rce 



A - Some College 

cti">n \ 4 - P!^ ii^? X ' all appropriate responses m each group:^ 

Ma\c >wU ruiM nnul or vocational training m any of tiie following 
general are.ib? 

^3 Building tr iccs 

54 lilectroncs (electrical) 

55 Finishing croft? 

5(i Graphic .iri« 

5' Mcc!:a:ucs («crMCO and general) 

5S M.-til rraJv's. . 

Woodv.orNin^ 

hO Secretarial skillb 

^"^1 SC\Mng 

62 Otl^er (specify) 



If >ou 'lavc rccc.%cd a Bachelor's or junior c:ollcge l>grcc, what 
•A i> (v.<.rc) your maior tield(i^)^ 

6 \ Busii;eso 

f CJjcation 

'SsS l:agineei mg 

^6 Home Economics 

f)7 Performmg Arts 

i)S Pre -Med, Nursing or related fields 

^*^> Soc ial Sc ;encc 

'0 Social Work 

7 i Science 

72 Humanities/!. ibcral Arcs 

73 Ot'icr (specify) 



I* vuu ^ U'. i!vC».*vca a craduaic d^^grce, wh w was your major field? 

74 Business 

75 Edueati on 

76 KPv'i.K-.riiu; 

77 P, 5 f<n-miiu An ^ 

Tnic iuTorEiation ^oTi be related to the Dictionaiy of 
Occiq)^^ion.il a lie "Occupational Categories, Divisions 




78 McJic.ll (specify) ^ ^ 

79 S" x: I a 1 Sc lO nco 

80 Social Work 

0 2 (l-or 1^0X1)140^1 u-»c ■ 

7 Sv icnccs 

8 l-aw 

0 liuivsanitics/l.ilvr.il \i (s 

10 Ojlvr (siKcifv) 

!n Nshic:* of 'Jk foIioAinc: arca^ have you h.wi prior voIuhkl: 
so r vie o f xpo r i o ric o ^ 

11 D.rLCi service uiUi people, croups or individuals 

12 loj reet service, such as ndminis'rative 

1'^. WMfN 'MiU ihm^s, or u^ing riuis-ual abilities 

14 \ aua raising 

If >ou haw had prior \oluntccr ^orvic^, a* NNhat *:encral fiold(s) 
WMS it'^ 

IS Cuhural acii vines 

\h t eon on lie develops era 

IT LdUv,.llJOn 

\s ^ou!t^ programs 

}o Governmental, foreiga or iv.eiropohuia affairs 

20 Hea!-^ 

21 Human j elation^ 

22 P.ecreauoii or -poi 

2'i Social service 

2 \ 8eau:t:ied(i.)ti .i,.d .^r .O' Ki^cically oru iiied 

2S (N;xe.:.) 

In y^Ull hinguag«.(s), o'^iej i.\ l:nghoh, du >ou have e'...versi- 
tional proficiency^ 

2() Spanisli 

27 1 roneh 

28 Clcrman 

2*) Itahaii 

30 Chinese 

31 |ap,ineso 

32 (Jthei (specify) 

S( euon \ ^. Please indicate by "X ' if yoa b.-ve skills in any of 



ruii; inTorrx^tion can be rolatod to the VITAL ^'rlobbies 
,9^"CLnd Leisure Time Activities" forn. 



ihe following'^* 



33 Canipm^^ 

34 iliKi.ig 




:)5 i 

u Goi; 

M Tennis 

4 ) SunuinuK 

AA TracK 

Art Oilivi- .spt^ii-s (sfKOtlv) 

A(y Scul|>turc, Poiicr/ 

47 Dancing (bailo:, cap, .iocidl or prof. ) 

A.'^ Drawing, pdiniini; 

4^) Instrumental music (s^pocify) 

^0 Vocal nuisic 

SI Tlie.itre arts 

>2 Modeling, grooming, personal hygiene 

S ^ Reading aloud 

S4 Musical apprecint'o^. 

S5 Othei arts (bpecify) -.r— 

Home ciafis (necfdk-work, tJccoupage, kniitmg, eic.) 

H indicratrs (woodworking, metal working, do -u -yourself, etc.) 

-iH Home decor .umg 

S9 Gardcumg 

oO Cooking 

61 Flower arrangement 

62 Sowing 

63 Auio repairing 

64 Other home crafts ^specily) ^ 

Hobby Skills 

65 M.J;.U^ 

Su-«»p collecting 

67 COin. dciiMoon collecting 

68 Rock -ollc-ciing 

(:} — Plio:Gg;\.p^.y. 

70 liird wacc^ung 

71 Che^s 

72 Wf 

73 Squaie and loiind dancing 

74 Other hobby skills (siv-rcifv) 

75 NC (I'or keypunch use only) 



Technical Skills 



6 3 (For keypuncli use only) 

7 Bookkeeping 

8 Academic Tutoring 

9 Salesmanship 

10 ^Typing 

11 Public speaking 

12 Creative writing 

13 Library - bookbinding 

14 Keypunching 

15 Other technical skills (specify) 



Section V6, In which of tJie following possible r\pcs of service 
would you be interested? 

16 Work witJi tJie physically sick 

17 Work on civic projects 

18 Teach groups how to do something 

19 I>ial with numbers anc/figures 

20_Teach or utilize handicraft skills 

21 Serve on an agency board 

22 Public speaking 

23 Handle correspondence 

24 Organize activities of others 

25 ^Teach an individual how to do sometiung 

2()_TelQphoning 

27 ^Work in tJie area of ecology 

28 ^Visit and encourage a lontly person 

29 i'und raising 

30 Serve in an agency administration 

Section V7. In which of tJie following fields would you like to do 
volunteer work'? 



31 Performing for individuals or groups for instruction, 

entertainment or tJierapy 
32 Working for a cultural agency m a clerical, research or 

writing capacit>" 

33 Fund raising for a cultural orgarazation 

34 Serving on tJie board of a cultural agency 

Economic development 

35 Bringing new business i^nd indusay to 



36 Assisting minority businessnKn 

37 Serving on the boa id of an orgtun/ation Jl voted to Jd'.aivJing 

economic development 
Relate to VITAL "Talents and Speciid Skills" fom 
Relate to VITAL "How Con Your Human Resources Be Fully 
Used," form 

^■^^'^ Eclated to ^/ITAL "Knowledges and Skills Needed in 
,^ri9i--"Upation" fom . , 



UducJtion 



\hsi>5iui;^ \^ith the education of individuals or group-% in a 

■jpv^CMl sul>)i ct or skill 

AnjMiK; kji ai\ educational institution m a ciLrieal, r^seaich 

or uruini; .apacuy 

}() Scrvhi^ on the hoard of an ort;an:7anon devoted to the 

adv.i 'Cemeni of education 

! oroi^'1 A:tau>' 

41 ilelpini; m offices that are nivolved m foreign affairs 

\2 Servii\ir as interpreter or iiansl uor 

4) [intcriainm^ foreign visitors 

•I : Serving on the board of an organization devoted to the 

advancement of foreign affairs 

Governmental or Metropolitan Affairs 

45 Working witn a neighborhood iinprovement association 

U> Pamcipatnig in groups working toward improving intcrpansh 

affairs 

M Helping in tiie preservation of local landmarks 

48 Serving on tiie board of a specific agency or organization 

H dc vo tc d ad v n^x e m e n t o f^^ a f f a i r s 

Health 

4^ Wurkm;; directly wiiJi people witli health problems 

50 ^Working m a health agency or institution in a clerical, 

research or writing capacity 

51 Fund raising for a licaldi organization 

S2 Scrvini^ on the board of a specific healtli agency or 

organization devoted to tiie advancement of health 

Human Relations 

53 Working witli gnup to develop better black-white relationships 

54 Workiag m an office whose primary concern is human relations 

55 Serving on the bojrd of an organization devoted to human 

relations 

I\ecrcaiion and Sports 

56 Helping to tcaeii L i.sjre-tinu^ activities to individuals or 

f'T'onps 

57 Wo) king as a eo»icn oi a.ssisunt coach in a sport 

5*5 \ssisting in the recreation fiilJ in .in administrative position 

59 Serving on the board of a spccitic recreational agency 



ERLC 



Youth Proi^rJin 




()() \Vo! knii; \Mth .\\\ injnuiual \ounj; ixrso'i 

01 Woi kin^', wuh ^ i;r(uip of uumi; pcopk 

02 Workmji; iw an jdiiunisiKUivc pc»siU(>n <>i .in oi^ iiu/ li'^n 

dealing wuh youth 
63 Serving on liic board of ^ specific .iccncy oi i»n;.mi/.ui'>n 

ilcvotcd to ijR' the beiicrmcnt ot ytnjth 

Social ScM'Vice 

6J Workini; wiih ipdividUviLs, fanuhcs or groups to meet 

pliysic.ll antl cinononj! nccJs 
05 Working for a Ss>cia! service agency m a clerical, researcli 

or writing capacity 
06 TunJ raising for a particular social agency or a tedei ucd 

campaign 

67 Serving on ilu^ board oi a specific social sci'vice .igeney 

Rcautilicatioi; or ccoU^gicallv oriented projects 

OH Family planning, population planning 

00 Wot king on projects to physically improve or beautifv 

neighborhoods 

70 Working on air, watci or waste poUytion problems 

71 Serving on iJie board of a specific agency or oi gani/.aMcM^ 

devoted to liie advancement of beautification or tocology 



72 Is ir iX\.essary tliac yc^ur service be performed m an aiea 

close to vour ov/n nemhborhot^d 



Se^cnon VS. II you Jiave anv comment^) vou wish to make, pic vise do so: 



1 - Yes 



2 - No 



73-74 



Your Zip Code 



S 8 H iindCode 



PROJECT VOLUNTEER- 



A' computerized system to match the background and interests of citizen vo' 
unteers with the needs of community service agencies* 



AGENCY REQUEST 

Through the use of this Request you wil! bo able to eniist the help of 
pre screened ' volunteers who are specifically interested m YOUR area and 
.vho will best sat sfy YOUR needs and qualifications However, for greatest 
effectiveness, d is very important that you keep the following hints in mind 

1. Be as specific as possible. Your Request is m "competition" witn all other 
Requests. Ever> though a volunteer may satisfy a number of Requests, top 
priority i$ given to the Request that most closely and completely matches 
his qualifications. 

2 Complete as much of the Request a$ possible. Because of the matching 
system used, it is best to be as complete as possible, 

3 Use additional Requests for different \ypes of volunteers. Because you 
must generalize to include different types, you will penalize yourself 
Three different Requests for two volunteers each has a better chance of 
bemg satisfied than one Request for six people. 



AGENCY REQUEST FORM 

CC 

1-3 Agency(3IC) Agency 

4-5 Request Address . 

6 C;»rd 

7"}2 Date . 

Telephone 

Nanrs of Contact 

Title. . 

Thic can be useii to supplement the 'VITAL Resoux'ce 
Persons and Materials Inventory Form" 



General nature of volunteer work to be done: 



How many volunteers with the qualifications indicated below can you 
effectively use at this time? 

This request should be kept in effect ' 

Until cancelled 

For months 

Other comrnents' , . 



15-16 Youngest a^e acceptable 

17-18 Oldest age scccn^jble 

Fill in appropriate number for each group which best describes the volunteer 
characteristics desired: 

19 Sex 

0 • Of no significance 2 • Female 

1 - Male 

20 Marital status: 



0 • Of no significance 2 - Single 

1 • Married 3 • Separated , Divorced or Widowed 



21 Race: ]^ j 

0 • Of no significance 2 ■ Black 

] . White 3 - Other (specify) _ 



22 Use of personal car: 

0 • Of no significance ^ • Required 

23 Rehgioo 

0 • Of no significance 3 ■ Jewish 

\ ' Protestant 4 - Other (specify) 

2 • Catholic 



24 ^ „ Do you require a volunteer for religious work? 
0 • No 1 ■ Yes 

If yes, indicate the ^appropriate denomination with a 1 . 

25 Non-denonninational 

2B Protestant 

27 Catholic 

28 Jewish 

29 Other (specify) 



For each posiibility enter « check (/) In the space if choice is appropriate. 
30 volunteer will work directly with people 

If yes, for what cultural or racial groups($) will this volunteer 
service be performed? 



31 Any race group 

32 ^Very predominately white 

33 Very predominately black 

34 Spanish speaking 

35 Other 

For what age group(s) will this volunteer service be performed? 



36 All age groups 

37 Very yoong (less than 5 years of age) 

38 Children (5-12 years) 

39 Young adults (13-20) 



40 Adults {21 and older) 

41 Elderly 

When would the voluntear's service be performed? 

42 Almost any time volunteer is available 

43 Weelcday morning 

44 Weekday afternoon 

45 Weekday night 

46 Saturday (day) 

47 Sunday (day! 



Fin In the blank at beginning of question with appropriate number, 

48 How often should the volunteer be available? 

f 

0 ♦ Of no signif inance 3 • Every iwo weeks 

1 * Spot job or on csll 4 • Once per week 

2 • Once per month 5 • More than once • week 

49 How many hogrs per "shift" v/ould be required? 

1 • 1 to 2 hours 3 • 6 to 8 hours 

2 • 3 to 5 hours 4 • Over 8 hours 

50 How long should the volunteer have been a resident of 

tbe^^^ ^ Area? 

0 • Of no significance 5 • 5 years 

1 • 1 year 6 - 6 to 10 years 

2- 2 years 7* 11 to 15 years 

3- 3 years 8- 16 to 20 years 

4 ♦ 4 years ^9 • more than 20 years 

51 On how many boards should the volunteer have served? 

0 • Of no significance 3-3 

1- 1 4.4 

2- 2 5-5ormore 

52 Amount of education necessary: 

0 • Of no significance 4 - Some college 

1 • Less than 8th grade 5 • Junior college graduate 

2 . Through 8th grade 6 • BA Or BS 

3 • Through 12th grade 7 Graduate degree 



For each possibility in each group do one of the following: ^ 



Enter 0 or leave blank if of no significance 

Enter 1 if required 

Ent^^r 2 if not required, bjt desirable 



Vocational training of volunteer: 

53 Building trades 

54 Electronics (electrical) 

55 finishing crafts 

56 Graphic arts 

57 Mechanics (service and general} 

58 Metal trades 

59 Woodworking 

60 Secretarial skills 

61 Sewing 

62 Other (specify) 



Bachelor's or junior college degree in: 





63 


Business 


H 


64 


Education 


O 


65 


Engineering 




66 


Home Economics 




67 


Performing Arts 




68 


Pre-Med, Nursing or related fields 




69 


Social Science 




70 


Social Work 




71 


Science 




72 


Humanities/Liberal Arts 




73 


Other (specify) . 



Graduate Degree in: 

74 Business 

75 Education 

76 Engineering 

77 Performing Ans 

78 Medica! (specify) 

79 Social Science 

80 Social Work ' 

7 Sciences 

8 Law 

9 Humanities/Liberal Arts 

10 Other (specify) — . 

^ Tliis iri'oiTiation can be related to the ?ictJonaCT: of 
O OccDr^tp-onnl Tltl^r 'T'ccupatloiial Categoric::, Divisp^ons, 



Areas of prior volunteer service: 



1 1 Direct service with people, groups or individuals 

12 Indirect servia*, such as administrative 

13 Working with things, or using manual abilities 

14 . Fund raising 

Fields of prior volunteer service: 

15 Cultural activities 

16 Economic development 

17 Education 

18 Youth programs 

19 Government, foreign or metropolitan affairs 

20 Health 

21 Human relations 

22 ^ Recreation or sports 

23 Social service 

24 . Beautification and/or ecologically oriented 

25 . Other (specify) 

Conversational proficiency m a language other than English 

26 Spanish 

27 French 

28 German 

29 Italian 

30 Chinese 

31 Japanese 

32 Other (specify) 



For each possibility, enter a check if skill is desired. Otherwise leave blank. ^- 

Skill in sports 

33 Camping 

34 Hiking 

35 Baseball ■ 

36 Football 

37 Basketball 

38 Volleyball 

39 Bowling 

40 Fishing 

41 Golf 

42 , Tennis 

43 Swimming 

44 Track 

45 Other sports (5,pectfy) . 



ERIC 



is inTornation' can be reiatea to the ^/ITAL ^^iobbies 
m-e Time Actl\dties" fciTi 



Art Skills 

46 Sculpiurt, Poiterv 

47 Dancino (billet, tap. social or prof.) 

48 . Drawing, paintir^ 

49 Instrumental music (spocify) 

50 Vocal music 

51 Theatre arts 

52 Modeling, grooming, personal hygiene 

53 Reading aloud 

54 Musical appreciation 

55 Other arts (specify). 

Horn? Craft skills 

56 Home aafts (needlework, decoupage. knitting, etc.) 

57 Handicrafts (woodworking, metal working, do-it yourself, etc) 

53 Home decorating 

53 Gardening 

60 Cooking 

61 Flower arranging 

62 Sewing 

63 Auto repairing 

64 pther home aafts (specify), ^ 

Hobby skills 



65 




Magic 


66 




Stamp collecting 


67 




Com, doubloon collecting 


68 




Rock collecting 


69 




Photography 


70 




Bird watching 


71 




Chess 


72 




Bridge 


73 




Square and round dancing 


74 




Other hobby skills (specify) . 


Technical skills ^ 


7 




Bookkeeping 


8 




Academic Tutoring 


9 




Salesmanship 


10 




Typing 


11 




Public speaking 


12 




Creative writing 


13 




Library • book binding 


14 




Keypunchinq 



15 Other techr>ical skills (ipccify) 

?j.lut.. to '/ITAL ^'lalent and Gpecial Sldnn" form 



7 




Possible types o< service 





Wrtrk vAJith thn nhuiir.lllu i.C\c 
tvoiK Wiin irlL jjiiy >iv««jiiy 9>wk 




viUiiv un CIVIC prujLci) 


1 o . .1 


Tf^irH nfntmt hnw tn tin U^m^thtnn 


1 . .1 


Wcd> Willi nurnuci) iiyutca 




T#arh nr iittli^p H^ntitCT^ft i\ct\ii 
1 Ca^ii \Ji wiiiiAL iiaiiw'uaii 




Serve on an agency boord 


22 


Piihlic SDcdkinn 


23 


Handle correspondence. (TUtiouts jnd envelope stu^^inQ 


24 


Organize activities oi others 


25 


Teach on individual how to do somcihmq 


26 


Telephoning 


27 „ 


Work in tnc z:9^ of conse'^vation or ecology 


28 


Visit and encourage a lonely person 


29 


Fufid raising 


30 


Serve on an agency administration sub committee 



In what fields would this voluntser't services be required? 
(Check all that apply.) 

Cultural activities 

31 Performing for individuals or groups for instructton, 

enteaainment or therapy 

32 Working for a cultural agency in a clerical, research or 

writing capacity 

33 Fund raising for a cultural organization 

34 Serving on the board of a specific cultural agency or an 

organization devoted to advancing culture at large 

Economic development 

35 Bringing new business and industry to,. 

36 Offering advice and assistance to minority businessmen 

37 Serving on the board of a specific agency or an organization 

devoted to advancing economic development at large 

Education 

38 Assisting with the education cf individuals or groups in a 

special subject or skill 

39 — Working for an educational institution in a clerical, research 

or writing capacity, or assisting the library staff 

40 Serving on the board of a specific educational institution 

or an organization devoted to the advancement of education 

Hcl^to to the '/ITAL -'Hov Can Your Huinan ^^.zovs^^z 3c 
Fully Ucod" form, also 

Relate to the VITAL "Knowledges :ini Skill.^ rCeeiei m s 
an Occupation" form 



Forc.gn affairs 



Helpfng m oft ices that are mvolved in foreign affairs 
Scrvtno o:* <in inlou reler or translator 
entertaining foreign visitors 

Serving on the board of a specific agercy or cryanizat on 
devoted to :he advancement of fore;gn affairs 

Govfernment or Vetripa .tan affjirs 

45 'Aorking A.th j neighborhood improvemont ^ssocation 

46 Partic.ps.ti'' j ir groups working towards improving inter- 

pansh af -a rs 

47 Helping m tf^e oreservation of local landmarks 

48 ServiHsj on the board of a specific agency or organuat.on 

devoted to advwficement of jffairs 



Health 

49 Working dirtctly with people with health problems 

50 Working m a health agency or institution m a clerical. 

research or v.riting capacity 

51 Fund rais.ng for a health organization 

52 Serving on the board of a specific health agency or 

organization devoted to the advancement of health 

Human relations 

53 — Vv jfking ^*)th group to develop better Dlack white rc i. onsHjps 

54 — _ Work ng in ah office whose primary concern iS human relations 

55 — Serving on tne boaid of a specific agency or organization 

devoted to the advancement of human relations 

Recreation and sports 

56 — Mc'pipg to teach leisure-time activities .o individuals oi oup^ 

57 — Vvorking as a coach or assistant coach ir. z :port 

58 - '^c^ *»tinj in fe recreation field m an admtniStratjve DO tion 

59 Scrvmg on the board of a specific recreational agency jr 
UMjutiiZrttian demoted to the advance^'^^f rprrp.itinn .md snorts 

Youth program 

.Vorkinq with an individual young person 
W(5rk .vir'T a g^'oup of young people 
VV,>rk.f^g n y administrative position of an organization 
dealing witfi youth 

S.I j.nq 0'^ the ooard of a specific agency or organization demoted 
to the betterment of youth 



41 

42 

43 

44 _ 




Socia? service 



64 Wori^'i't ) v'v th irvJ.vidoai^. fdm«Iies or groups to meet 
phvj»«.*t» tMiutiu«>.JJ needs 

65 V.orking for a soctal serviCC agency in j clerical, research £> 
or vvriiint} odpactty 

66 _ Fund ras^ for a part cuiar socul agency or a federated 
, campaign 

6/ _ Serving o". the LOjrcJ k>\ a iQor»t:c social ^crvice ag^TCy or 
organization devoted to the ad^ancernent of socia! c^rvices 

Ce*iut»f'catfon or cCOiogxaHy onenteii projects 

G'J Family p anning popviijtion pianmrg 
1 _ VVorkirg proiect-* !•> physically .morove or t^eaut 
Mf ghbor hoods 

70 V/ofking on air. ^vatcr or waste polli tion problems 
7^ _ Serving on the ooard of a specific agency or organ /ai 

devoted \o the aavanccment ot beiutification or ecology 

72 XXX 
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VITAL CAREER INFORMATION CENTER 
P 0 BOX 44064, CAPITOL STATION, 
8AT0N ROUGE. LOUISIANA 70804 

FORM 10 

OCCUPATIO^^L INI RMATION REPORTING AND EVALUATING FORM 

riease complete a separate copy of this form for each type of occupational Information or 
material that you use or can rate. Check the appropriate category and fill in the Infor- 
maUoi requested below. Then, rate the material on the back of this sheet. Please return 
the completed form to the coordinator and the VITAL Career Information Center at the above 
address. The information you supply on the forr for each piece of material will be used 
in compiling a resource materials bibliography to use in career guidance and education. 

I* TYPE OF OCCUPATIONAL INFORMATION OR MATERIAL (Check) 

A, AUDIO- VISUAL AIDS: 



CHART 

DISPU\ 

FILM (MOVIE) 

FILMSTRIP 

MICROFILM 



PHOTOGRAPH 
PICTURE (Drawing) 
SLIDE 

TRANSPARENCY 

TV OR VIDEO TAPE 



RECORDING TAPE (Cassette) 
RECORDING TAPE (Reel) 
PHONOGRAPH RECORD 
OTHER TYPE: (State) 



B, PUBLISHED MATERIALS: 



ADTOBIOGRAPHY 

BIOGRAPHY 

CAREER FICTION 

DIRECTORY (CAREER INFO,) 

JOB DESCRIPTION 

JOB FAMILY (CLUSTER) 

JOBS IN SPECIFIC FIRM 



JOB CLASSIFICATION PLAN IN SPECIFIC ORGANIZATIOM 
MAGAZINE, JOURNAL, OR PERIODICAL WITH CAREER INFO* 
MANUAL. FOR EXAMINING, SELECTING, CLASSIFYING, 
PLACING, TRAINING PERSONNEL 

RECRUITMENT LITERATURE 

PERSONNEL HANDBOOK □ OTHER PUBLISHED 

PAY PLAN OR SCHEDULE MATERIALS: (State) 



C- DATA PROCESSED INFORMATION OR PROGRAMMED INSTRUCTION AL MATERIALS : 



PRINTOUTS FROM DATA PROCESSED INFORMATION ON CAREERS 

STUDENT INVENTORY, RECORDS, OR FOLLOW-UP DATA FOR USE IN CAREER GUIDANCE, EDUCATION 
OTHER TYPES (State) 



D, RESOURCE MATERIALS: 



O. 



ARTICLES HANDLED/SOLD 
ARTIFACTS /OBJECTS ACQUIRED 
EQUIPhlENT OPERATED ON JOB 
EQUIPMENT-MOCK-UP, MODEL, 
SIMULATED 



PRODUCT(S) PRODUCED (SAMPLES OR EXAMPLES) 
SERVICES RENDERED-DEMONSTRATION, DRAMATIZATION 
TOOLS/ MATERIALS/ UNIFORMS USED ON THE JOB 
OTHER RESOURCE MATERIALS : (State) 




il, DESCRXPTI JN OF INFORMATION 
A, TITLE OR NA>IE: 



B, AUTHOR OR RESOURCE PERSON: 



C, PUBLISHER, PRODUCER, OR SOURCE: 

D, ADDRESS OF SOURCE: 



C, COPYRIGHT OR ISS^UE DATE (if any): 

D, LENGTli ; SIZE:^ 



SPEED: (FILM, TAPE, RECORD )_ 



E, ILLUSTRATIONS: fZJ COLOR; CJ BLACK AND WHITE; AMOUNT: ; MATERIAL: 

F, GRADE I^VEL(S) (Circle) PRE-,K 1 2 3 4 5 6 7 8 9 10 11 12 POST HJGH SCHOOL - 

G, COST (If any): , DEWEY DECIMAL CLASSIFICATION (if known): 



; NO, 



H. USERrL TO: £J STUDENT, O TFJVuHER; (ZJ COUNSELOR; CJ Af^MlNISTRATOU; [^J I'AKENT 
!• OCCUPATIONS OR CAREERS RELATED TO: 



II, PERSON RgPOBTING : 

S CHOOL : 

CITY: 



_; TITLE : 



ADDRESS : 



"T2J 



.; PHONE: 



lb J 



DATE: 



Form 10» (Continued) 

iii- RATING OF OCCUPATIONAL INFORMATION^ OR MATERIAL 

Please rate the occupational Infortnacion or resource material previously listed by 
placing a check ( v/ ) in the appropriate colunrn for each of the following standards, 
using the rating scale given at Che right below. An example is given. 

After rating all of the items add the number of checks in each column and multiply 
the number of checks by the point value assigned, then add the sub-totals to supply 



RATING STANDARDS 

BASIC PREPARATION: ' 




NG * 






NTS 


4 

u 
C 

o 

r-4 
r-4 

o 

X 


3 

•o 
o 
o 
o 


2 

CO 

fa 
u 

> 
< 


I 

> 
< 

o 

1-4 
0) 


Inferior/ o 
Poor 


Example: Expands knowledge of world of work 












I. Author's or Resource Person's background, coo^etencles stated 












2. Purposes y uses, and limitations clearly stated 












3. Timeliness and up-to-dateness (data, terms, charts, illustrations) 












1 

4. Accurate statistical data, pertinent regionally , adequately -stated 












5. Social and Bconomic Setting (nationally/locally) adequately covered 












6. Sources of information fully credited and identified (documented) 












7. Objectivity used in gathering and presenting i&aterial 












8. Style is clear , concise; suitable vocabulary; interesting; inviting 












9. Sufficient contents, index, and bibliography 













B. REUTXONSHXPS TO CARJSR GUIDANCE AND EDUCATION : 



I* Expands students' knowledge of the world of work 












2. Provides awareness of contributions of workers at various levels 












3. Stimulates appreciation of satis£a6tioas found in/through work 












4. Relates to classroom subject matter and curriculum 












3. Provides orientation to concepts and skills needed for work 












6. Encourages using exploration skills to learn job characteristics 












7. Aids skill development in career choice, preparation, employment 












8. Fits pattern of curriculum scope and sequence f!or career education 












"T 

9. Stimulates setting of realistic aspirations, rr.otivatcs reaching 












LO. Appropriate to level of human growth and developed on level rJlr.'- i I'a 












L2. Allows for individual differences in self-concepts, interests, 
abilities, personal traits, Vnowielacs, skills, ami background 
























b. $ub-totals (Number of checks multiplied by point value of column) 












c. GRAI^D TOTAL (Total value of all sub -totals added toj»,cthcr) 





4-6-73 J 



VITAL CAREER INFORMATION CENTER 
P. 0. BOX 44064 /CAPITOL STATION , 
BATON ROUGE, LOUISIANA 70804 

for:' 11 Clii^CK Li^: FOR RE(jUESTir;(> Si EAKER 
(Adaptable for Interviews, On-Site Visits, Observations) 

This is 3 teacher *s ,,uide lor requestin,, a speauer. By contacting the counselor - 
coordinator you would localx; the r.ost approtriate resource person. The counselor 
can be of optic lum service to you if you will do the following things needed 
lor requesting a speaker: 

nii::GS r o do date done 

1. Seci three L) i.^ur iiee-^s before /resencac loii 

Contact counseK>r-courai,:citor » 

J. State ti.e topic vou w^ ii..e t(^ nave .jrescnted 

A. Jescrioe tiie i-ir.d .>jl' spea.vOr w o would .^esL i.^eet tiie oeds 

v>t yv>i:r ,r >ui , jl.o. a e. se. ^ cth.nic ba^ . Ciu^nd, sL/.a ........ 

Describe tie iiniqjii .;ecJ.s a:;d a.^e ^r<.'Mi oi your scuuents 

. y^.nidct St:oa er, lisci:.-^ i ,.ic, nco.I^ . arrar e: ents 

^ . irov iue ir.iori atior about the locatit/a of %Ow.r sciiool, room : 

; datt^. ^ , Li. e: 

i^il w'lcrij tie s. ea er will be i et (sch.^ol office, etc.) 
a :o v'ne na* e oi i. t ^ers. n v;uo wii.1 : eet hin (student h»ost, 
V c • ; L-.'v.' a L i ' n . _ _ ; S Luden t : 

11 lie s or .as need a s;/ecial eqviii^' ent , facilities, 

I. c.ecnsi-'" Cvrd, etc., or pre-r>Iarnin -.ateriaLs .... 

I . '3'^ .act as \ \i t i < • nt i ti'*o ro^ idea fi i ^. e 
s j.i er , and , tudcr.L^s qucsiii^»ns, tal ll: e; 

it. Keqa-:j3l career litera".*a-e if y >u ^;ar^*i i use sucl 

lai r .ati^ 11 ir; i i )[!■ v-j- :ii > 

i-. £«'ilvv ') ' . r . '1'.^ ' '^'^ v.;ll I letter and su/,^estions. , . 

^ • ^ -'^ • ' . ^ c\irou ^ci . ^ii. . . . . 

i '* • - * ' • - . ^ ' 'J > /. ca :'orr-(counjolor) 

^A' :-EK . . . « ^ E ; CLASS iEIlICD 

TI:LE (U- . r.SUi'r, 

FIR." OR OR^'ANIZATIO:; _ ^ 

LcLEii'ONL ^ , "'.A^r.^^., 

^.A/^tii(.*/^iJ; -AIL' ( ■ ':V/Cr' _ , _ . 

':ihr.uAri*/^,% _ _ . 

ERIC 



VITAL CAREER INFORMATION CENTER 
' P. 0. BOX 44064, CAPITOL STATION, 
BATON ROUGE, LOUISIANA 70804 



FORM 12 

SUGaESTED LETTER TO RESOURCE PERSONS 

(The items to be covered will vary with the developmental levels of 
the students to be served in line with an experience-based, 
sequential plan for career information, guidance, and education) 

Dear : 



Our class, room , School 

wants to thank you for agreeing to be a resoui'ce person to help us 

in our career education program by^ mftking a presentation, providing ; 

interviews ^ on- site visitation , observation of workers , resource 

materials • We have made arrangements for this at 

(location) 

_} on , ' , at 



(address) (day of week) (mo. aay year; , ^~ (time) 
The following guide is suggested for your information, but this is 
flexible. It is important for this to be as current, concise, 
realistic, and clear as possible for the age, development, grade 
level, and interests of students. The most appropriate items are 
checked^ which we need information on for th© career (s) of 



1* Nfltng ^ QCQu-DatiQ^ (Local job titles and Dictionary of Occupational 

Ti tl e s classifications may be used) [ 

2. Types of employing establlBhxaents in which the occupations 

occur TFhe Standard Industrial Classification categories and 
names of local examples of businesses, industries, organizations 
may be used) 

3* What you do in this job (Description of job duties, activities, 

and r e sp onTibTTi t i e s ; relationship of work to total organizational 
operation) (Illustrations, slides, production/organizational charts) 

Where y ou Vorjk (Work location, environment, equipment (tools), clothes, 

conditions) (Illustrations, slides, photos, or other examples maybe.usec^) 

5* Whan you work (Hours and daj-s of work, including shifts, ovcrtime,seasomO 

6. this work will pay you (Amount of earnings per hour, day, 

week, ^ontTi^ or year- entry level, average, maximum gross and net pay) 

7- Other benefits you have to help you on this ,1ob (Fringe benefits— 

msuranc e , 1 eav e , bonuses, discounts, retirement, social security, union) 

8. What future 2:ou hnve in this ,1ob (Prospects for Gmployinent now and 

in the future, opportunities for advancement within and beyond 
the Job--ladder or promotion from entry level to highest attainable 
^ position in career area and in orgtoization, technological changes) 



ERIC 
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_ What you should be like to do this job (Personal traits, attitudes, 

temperaments, interests, values, goals suitable for a career in this 
ijccupationj for promotion, advancement; organization's requirements) 

10* What you need to know and be able ^o do in this job (Mental and physical 
abilities — aptitudes, Icnowledges, vocabulary, skills -level of speed and 
accuracy of abilities to work with data, ideas, people or things) 

11* School wo rk needed for this .job ( Course preparation and training 
needed ) 

12. VJhe re you can learn how to do this .job (Previous experience, 
activities at school or in career-related school, leisure- 
time, part-time, periodic, or full time jobs; on-the-job 
training, in-plant, apprenticeship, special vocational, 
technical, or college training; or other types of training) 

13* Things you need to have before looking for this job (School 

records, applications, interview, certificate, license, physical 
exam, pre-employment tests, union membership or apprenticeship, 
tools, and other requirements) 

li|. Where to find this work around here (Places to apply for work 
ana info rmation needed) 

15» V/here else you can find out more about this kind of work (Job 
descripoions, audio-visual aids, published or duplicated 
materials, programmed print-out data processed information, 
resource materials, sources and addresses) ' 

16. Other kinds jf work almost like this ocoupation which you 
may consider 

17. Any other information s^-»ug:ht by students , such as: how and why 
jou got into your job, what are the values, good/t)ad features, 
affect on family life, leisure time activities, hobbies, 
aocomplishnents, and -other questions related to the career or 

)Ccxjoation 



1^. 



"j.:-^^e3ted follow - up activities to gain first - hand job knowledge you can 
lelp with (In school; . jn-site visitations, Fnterviews, oVservations, etc) 



We appr^oclate your cooperation with us in our career education 
T^r^^F^ran, and look forward to participation in this activity.*"' 

Very truly yours. 



•::-otate ir. walcn = f the f^llr>winf^ areas you are available to serve 

as a rec )u-ce -»^pr>^:.: 1) this school: ^ 2) other 

.'•.^h Ir witni:. a do/ :>'r'it.od area of the community as; follows: 

> 3) all of the community 

g) oarir>h , 5) Fe^ion , 6) statewide 



1?7 

/ 




IV.. 



VITAL CAREER INFORMATION CENTER 
P. 0. BOX 44064, CAPITOL STATION, 
BATON ROUGE, LOUISIANA 70804 

FORM 13 
GUIDELINES PGR SPEAKERS 



We are very appreciative that you are willing to give up time 
from your busy schedule to talk with students about your career 
field. It has been our experience that students have concerns 
about things that are listed in the following questions, in 
addition to the basic occupational information requested in our 
letter. Would you please consider these in your presentation. 

1» Why did you choose this type of work? 

2. How did you get into your present occupation? 

3* Why did you take this job? 

i}.^* Do you enjoy your work? 

5» What do you especially like, find satisfying, and 

rewarding about your job? 

6. What do you like least about your work? 

?• How do you adjust to these dissatisfactions? 

8. How hard is your work? 

9* Wiat kind of work load do you have? 

10. What ^^re the pressures, strains, or anxieties of your work? 

11. Are you tired when you finish work? 

12. Who depends on your work? 

13. Upon whom ao you depend? 

Ik. Do you have security in your job? 

1^* Do you receive enough encouragement, credit, and 

recognition for your work? 

^16. How do you see your relationships to others in the business 

17* How do you see your job in relation to the organization as 

a whole? 

^18. How does your job affect your personal life? 

^19. V/ould you want your son or daughter to enter your career 

field? 
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^20. If so, what would be your advice to them? 

21. What difficulties do beginners often have in getting 
started in this career area? 

^22. Are there problems getting this work because of sex, race, 
creed, color, or national origin? 

^23* What special problems do entry workers have in adjusting 
to their first job? 

^2[j.. Hov; can the school help prepare students for entering in 
this career? 

^25* What other ways can you spend your time preparing for 
this career? 
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FORM 14 A 

SUGGESTED FORM FOR "EVALUATION UF RESOURCE I'ERSON" 



I'lease complete chis foru. afteu eaci, *se wt a resource person and send a copy to the coordinator 
to assist you and the scUoul in evaluating, Lae benefits experienced and making inproverents 
in future use of resource persons. 



RESOURCE PERSON: 




: CAREER AREA/OCCUPATION: 


SCHOOL: 




: COURSE 


TITLE: 




GRADE. LEVEL(S ) : ; PERIOD /SECTION(S ) : 




: GROUP SIZE: 


M^ ?m T; TEACHER: 
















ACTIVITIES BEING EVALUATED 


RATINGS (Check) 


COMMEN'IS (Writ7Tvpe) 


Type: (Check) A. Speaker, 

B. _ Interview, C. On-site 

visitation, D. Observation of 

worker 


Very 
Good 


Good 

1 


Average 


0) 

to 

5 CO 

0 u 

0) > 
CQ < 


1 u 
1 ^ 
1 cu 






1. 


2. 


3-. 


4. 


5. 




1. Planning 














2. Preparation 














3. Presentation as a whole 














4. Information supplied requested and 
needed about career area/occupation 














5. Kept students* attention 








! 

- * 




6. Appropriate for students' develop- 
mental age and grade le.vel(s) 










! 


1 


'7. Data exact, current, factual, realis- 
tic with local applications 














8. Effective use of audio-visual aia. ' 
readin^^/rosource naterials 






i 

i 


r 

1 

1 


1 


9. Style is clear, concise, 
suitable vocabulary 














10. Stimulates students* awareness of, 
appreciation for, contributions of 
workers in the career area(s)/ 
occupation(s) 












1 


li. Motivates and encourages further 
investigation of and preparation 
for career/occupations 














12. Related to school curriculum/course/ 
classroom subject matter 






1 








13. Overall learning purposes adequately 
fulfilled 

14. Resulted in profitable follow-up 
activities 






i 








15* Recommendation for usin.^ resource 
person again 


(ove 


r) 1. 


50 
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State su cstions for ir.provin/, future use: 



School 



Teacher 
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Please co-nrlorf* »hir f^'*^ r ♦ * ' 

your acti*"ty, th*^ ^vv,^:;*^ k^-^^- .i i : • 



• * ' I f V,' 



rCHOOl : 



1RADE Lr;M ' 



Tyoe : (Check ) A. rnoa-et- . 

B. Tr.tor"low. Z ''n>r> ♦ 

ation, l\ ObsiT /aMo- rf 



1 . ann i rv Vor rr<-r»>: * a ' , v 

2. Prepa'*at>or fo- ■/*-*'?>tr* j* . . 

3« Preser tation ar ^ 

Iriformati r): rui nl ^rc ^'-t^ 
needed about care er 

^. Kent studer.tr' a♦•••'t■^• 

^. Aprrorria^*-"^ f:^" ' ' i-:- ' ' 
ner^ta 1 aj-e ;ir i . » a « ' « 

?. *^aca ^'xa.* . --^ • \, ■ 

t i-* w' n.-a ' 3 ' : , ;i' 



1^- 



— f- 



1 i 







- 




i 














1 / '. , . 



"PI' 



+ — 



I—I — \ — i 



1 



I 'j 

-^v - . , 

■} 



13. 0' era 11 - 



' .1 



f,j».,.,. . ... . 
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fEACHER'S K^P'^^I > ^^^U^ 
lease co >lete eacU time \ have useci' a ro'source ; or- ^ 'TTuI 



1. RESOi'KCE '1:HS< 
\ BUSI\PSS NAME 

5. ACTIVITY TYVE: 



' v.iKl rotuxn school cl»< rdinatoV^ 

POSITION 

A* ADDRESS ^ 



(Check) — 
7» CAREER/OCCUt AlIONAL /dXFMS)^ 
8. SCHOOL 
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6. ACTIVITY DATE 
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j9, TEACHER 



;10» COURSE 



11. EVALUATION 



12.' SUGGESTIONS TO i:'iROVT-: 



VITAL CAREER INFORMATION CENTER 

BAIOU RC'L'GE, LQUloiANA 70804 
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IN PER VIEW QUESTIONNAIRE 
FOltM 17 

-^ar t i c i pan t 

Why aro you working? 

A. Ar^' you Ihv major w<\oi.» carru»r in v,<.'Ur icunily? ^ 

B Po you enjoy your wor" ? 

Why did you i^hoose this type oi" worK'^ 

D, Do you plan to stay with this t^'pe of work, in the future 



L Have y<;u ever thought of quitting? 

How hard do you work? 

A Can you determine your ove a 1 1 iiu^''_^_^ 
B ^Vhat kin<] of work load do you have? 



C, What are youi hours'^ 

D Sa 1 a r yV M i n i mu m Max i r.iu n> 

E Other fringe benefits? 

Are there preb^^ures , strains, or anxieties m vour work? 



V/hat spe<;ial pr>bu>r?s vl > new enployee^ fre<|uei.tly have in aiiiu-l.n-j 
to the ^job? 



WTiat are tru- ^20^>t Jinj^H^rtant petbtmal c ha: '\c ler i ^ I «<'r> tnr J»ein<j 
succes>{ul m ilje u^b? 



What otht-r i ecjui ri^mt m t s <vr^* necc^ssar\ for th<> job ."^ 

A bciuea 1 1 on? 

bpec I a 1 ok 1 I 1 ' 

I- On-the-job training'-' \ 

in your op i n i on , wha t art* the oppo r tun i t i es f or\advanc(Mnen t i n 
your jpb / 

Are you S'_>care in your >br^ 

iX) you get ent^ugh recognition from your work^ 



What are y^.ur attitudes toward un.ons <\rvl unum inembi^r sh i p ? 



\ 



XI. Would you oh jocl to wurkinu with someone in a minority group? 

A* Do you have any minority oroup members working hero? 
XII, Does your employer encourage you to get more training? 

A, Do you feel limited because of your level of training? 

B* Would you change your background of training if you could? 

C, Do you want to have your son or daughter foJlow in your 

footsteps? 

III. How do you see your relationship to the company as a whole? 

XIV. In your opinion, what can the school do to do a better job of 
preparing people to fit into your kind of job? 



NOTES 
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Ihe foll<^v>iUig K> an uutiinr to a:.! > >n d'^^rrrurung vshat you y^hx 
to investigate unJ..r x,\\v \arious virv.i- ot <i ju''> analysis. N\>r .ii 
areas noted h'^.^r^-^ a:'^!^ */ ' ^ v^h fuld v<ni /-"^udv*. 



A. Nature of the Work 

i. KmJ of a job X\ 

field? 

3. V,hy doei this ^or" ! 

4. Could i realiv do * . 



r /IT ;^ ; uort' to entt r *^;.s 



5e thorcu^:h if you 



1. ».'i.it'type irtt,rc*-ts ^hi 
a. ['O I I'O.-^ei^-. tae-e jr.'^-'-t-: 
!) h ).v . . . \ r ^ \ 
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VITAL CAREER INFORMATION CENTER 
IN^rERESTS AND TEMi>ERAMENT (PERSONALITY C HARACTERISTICS ) 
SELF -EVALUATION FORM 



Mur Lntt'rt^ats < J tei j era ent (p>ers nality tr a its or ct^ a^acteristics) as yt^u see thetr> 
IJfFEKaSrS — i , TEMPERAMENT \r^RSONALltY~CHARACTERISTICS) 



State your r.ain Interests 



State your rraln leisure tine activities: 



State those things that best describe your personality- 
real you: 



the 



it y<.'U have taken tiie Kuder li.terest Inventor > ct.eck the 
areas la which you had the highest scores: Outdoor Work 
Mechanical ; Corputationa I , Scientific tereua- 



ii'.e , Artistic .Literar, 

i rial service , Clerical 



.Musical 



Fv^r each of the activities lifted bel.w cbeck 
t^^e arount cf Inteiest you have in it: 



I 1. 



WorKinj^ with things and objects 



2. Dealing witr. pcoj^le in the sellini^, 

prov iding, use of goods and se rvices 
3rtfoTag the saire ki'ids of things m a 
set way 



WorKlng wi people tc help tSer. in 
indivi dual or ^^raup situations 



Doing worK vhich j;ives recognllion 
and praise 



CuiOTunicat in^ thou._hts and ideas tj 
people b> vritm?;, talking;, actin>^. 
Scientific and echnical activities 



Abstra.t anJ creative activities asiriA', 
ira^iuatiun, thinking , understandin>_ 



"^TTroces&TriJr Serial s , operating equi[ 
^cnt. and usin^- techniques not deal- 
ing, directly with people 



I . W'ri'infc' with rrateriats tu produce sor e 
ll.ir.r that las definite value and use 

TnteresUj 



^i vou are n>t sure about sore «jt your 
corplete tr c followin^^ and brin. this t 

Nai e; _ ^ 



l-Auit do you think are your best personal characte ristics: 



I ACnviTIES WtllCH RELATE TO YOUR PERSONAL TRAITs" 



Fur each one ot the activities listeJ bcl'»w chec! 
the a mount that the activity relates tc your per- 
sonal traits and is agreeable to you: 

L, DO r^any ditterenc things on the job 



2, Do the same kind of t.ung on the job 

3. Receivipfi instructions on what tc do on 



job 



4, Planning and directing ovm work and of others 



3. Working directly with people on job duties 



t. Working alone or apart froci uthers on job 

7, Changing people's feelings, opinions, habits 
of thinking about ideas and things 



Doing work under pressure, stress, taking 
risks dealing with the critical or unexpected 



9. Using personal senses or cormon sense in rak- 
irt^; juJf;ei.^ents and decisions frorr experience. 



_ li). Csin^ measurable standards, v.i^i-des, or facts 
in ^a^ in^ judgeinents and decisions accurately 



11. Interpreting feelings, ideas, or facts in 
own terns, bv dolnv. yOV'T rhtn^* 

12. Being very accurate in work and reasurin^ how 
wcl I things rreet lirrits or standards set 



AMOUNT 



> U 
O <3} 



u 

o u 
^ a 
o > 



iiiui t.c I'eranents and want to discuss ttiese with yuur cuunseloi and/ or teac 
rr in wlt^ you wlien you corre for an interview: 



leB 



A, e 



Scb.ool 



Crade: 



Date: 



VITAL CAREER INFORMATION CENTER 
PERSONAL TRAITS 
SELF- EVALUATION FORM 

\ 

Please check the amount that each one of the statements below describe? how you 
look, work, or act.. 



RATE YOURSELF - 
EACH STATEMENT 




1» Am "ttraotive and keep neat 

2. An courteous^ think of and respect others* feelings 
"3* An dependable, complete jobs assigned 

Use abilities to "think-up," start and make or do things 
Am loyal, stand up for my school, group or church 
Can remember and repear things exactly as they were 
J. Follow directions quick'^y 

^. Am orderly and" accurate" r—r-r-t 

Q. Keep cool, at ease, sure of self and abilities 

10. An prompt and do things on time 

11. An friendly^ pleasant, easy to get along with 

]?. Am tactful, have skill in dealing with people 

13. Other ppopl ^mst aitd believe m mo 

liT* Other ways w :>rk or act : 

a* 

b. , 



ir y )U are r. ^ sure about r, w >T y Mir traita lu.d warJ discuss these with y ur 
?"ur '^el r and/ teacher, complete the following and bring tnis form in with y u 
wh*"^r y u ^ ^mo f )r an intervicv/: 

:<ane: ; A^^^ ; ocno-1 ; Grndo : ; Date: 
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ERIC 



HOBBIES AND LEISURE TIME ACTIVITIES (CONTINUED) 



STaDENT_ 
SCHOOL 



SPECTATOR ACTIVITIES 
(WATCHING/ LISTENING T 



INTERESTS 



BALLETS 



CONCERTS 



MOVIES 



OPERAS 



PLAYS 



RADIO 



RECORDINGS 



SPORTDJG EVEflTS 



TELEVISION 



OTHER : 




CLASS 



ERIC 



r 



\ 



VITAL CAREER INFORMATION CENTER 

P. 0. 80X 44064 , CAPITOL SIATION , 
BArON ROUGE, LOUISIANA 70804 

f-'ORM ;:o 



taij:::ts ai:d special skills pori4 
check the amjin.t ?h>it tui like each op tpte pollov/ing activities 

ON THE MTIii:- 3C:AL:j to the right, USBiG THE FOLLOWING GUIDE: 
(1) HIGH, (2) A.Vv^^ .-iVEHAGE, (3) AVERAGE, (I}.) BELOV/ AVERAGE, 
{$) LOV/ IKTEREc-;: . RATING SCALE 

STUDEI^T 

SCHOOL • , GRADE 



ACTIVITIES AI>ID WHAT YOU DO 



DEALI2IG WITH I'k'SA 



0. SYIITtlSSIZEiG irJTTIl.' r Z^-JKIIBR IDEAS, DATA, 

EJFO.RI-IATi::. T'- r'I5C 'Vv.'a PACTS AND/OR DEVELOP 




cpoipfflATi::c: ^3ii:7"^ii.> u? ^.rdsrly steps for gettiiig 
worn-: DT. s act:::: r; be takeh, oi-i basis of 

DATA K:ki.'f..=S}) 



""TiALYZi:!? } (SaAJ-ii: .HTj/tlstiiig aitd PHiDniG out the 
ACCURArv A::r,. vai"3 op data to state HOW it is 

USEFJL'} 



' CLASS' r----;} "^'\v-:K.-\A'2V.\\ ABOUT DATA,' PEOPLE, 

Tiir.Jc. : \r: A;r ,-;?,: ):-u;e::d oa carry ajt 
AO :i- >:;:;::■£:;::: . 



■ ■ FE^ULTo ;c;r : ia't vr-A'' acttoii can be taki;.!'] 


j 















"i?:" copy3";g (PuTTrio Pov/:i ri \vRT.Tri:-7 soI'IETHing pleard or 
RS^\D, A:;r. R:,r:.Rr.:' o a.^id.': oh -air-EERS il certain 



j ;W ij^TA, :"E^rLE, or things are 

THE SAME : IVF'HRr.'IT '^Y USING SOiME STAl'IDARD TO 



•elect, T'-'^^ lr;GPECS '-X/vMINE AND MAKE 




i;46 



TALENTS MD SPECIAL SKILLS FORM (COKTINTJED) 
PLEASE CHECK THE AMOUNT THAT YOU LIKE EACH TYPE ACTIVITY 
TYPES OP ACTIVITIES AND WHAT YOU DO (CONTDTUED) 



RATING SCALE 



DEALING WITH PEOPLE- 

OT MENTORING (ADVISING, COUNSELING, GUIDING TO 
AaaiST OTHERS- IN SOLVING THEIR PROBLEMS) 




NEGOTIATING (EXCHANGING IDEAS, INFORMATION, 
AND OPINIONS WITH OTHERS TO REACH AGREE- 
MENT ON DECISIONS, CONCLUSIONS, OR 
SOLUTIONS TO PROBLEMS) 



INSTRUCTING (TEACHING OR TRAINING OTHERS BY 
EXPLAINING, SHOWING,' SUPERVISING ACTIVITIES, 
AND RECOMMEtlDJNG IMPROVEMENTS) 



3. SUPERVISniG (FINDS OUT THE WORK TO BE DONE, 
ASSIGNS AND TRAINS OTHERS WHAT TO DO, AND 
GETS THE WORK DONE THROUGH DIRECTION, 
COOPERATION AND ENCOURAGING WORKERS' 
PRODUCTION) 



IT. DIVERTING (ENTERTAINING OR AMUSING OTHERS, 
USUALLY BY ACTEIG, SINGING, DANCING OR 
OTHER PERF0R^L4NCES) 



"51 PERSUADING ( GETTPIG OTHERS TO BUY^'A ' 
PRODUCT, SERVICE, OR ACCEPT A POINT OF 
VIEvif) 



SPEAKING- SIGNALING (EXCHANGING INFORMATTOWj 
GIVING ASSIGNMENTS OR DIRECTIONS BY TALKING 
OR USING SYi^OLS OR SIGNS) 



7"; SERVING (ATTM'IDING TO THE NEEDS OR REQUESTS OF 
- OT HERS BY QUI CK ACTION) 



^ \ 

W. TAKBTG INSTRUCTIONS -HELPING (FOLLOWS ORDERft, 



HELPS Airo ASSISTS WORKERS) 



TAUiHITG AND SPECIAL SKILLS P0RI4 (CONTINUED) 



PLEASE CHECK THE MAdhTI YCU LIKE EACH Tf?E ACTIVIIY: 



TYPES OF ACTIVITIES /CID WliAT YOU DO (CONTIFJED) 



DEALINCt WITH TimiGS- 



RATING SCALE 



PRECISION WORKII;G 



(USING 



_ SPECIAL SKILLS AND 

ABILITIES TO PUT THINGS IN PROPER PLACE ON 
MACHINE 'OR ELSEWHERE AND SELECTING THE TOOLS 



OR MATERIALS NEEDED T( 



^HE JOB, 



CARRmG OUT 
THE JOB) 



TrIE TASKS NECESSARY TO 



THEfl 

COI'iPLETE 




OPERATING - C0NTR0LLI::G ( STARTING, ADJUSTING, 
PLACING MTERIALS r: AND RUNNHG A MCHINE, 
READING GAUGES, METERS, DIALS, TURITING 
VALVES TO REGULATE SPEED, VOLWIE, TEMPERA- 
TURE, PRESSURE, MOTIVN DP EQUIPMENT AND 
FiATER lALS) \ 



3. DRIVI NG -OPERATING U^TAXTIN'G, STEr;rtH:G, 

— GUIDING, AND HO VII. G CONTROLS ^N MACHEIES OR 
EQUIPMENT T.) POLLrH-; A COURSE: MAKE, SHAPE 
OR RESH/iPE MATK'-^'AI A!;rj/')R M'Vv'E THKGS OR 



PEOPLE) 



I'-'IAN IPULATHIG ( 'a'ORKI:?}, rmViNG, C-UlDlNG, OR 

PLACING OBJECTS OH I-LATERLf\LS WITH THE USE OP 

HANDS, FFNGERS, n^irsT, TO ■)LS OR OTHER 
EQUIPMENT) 



TEI^IDH^IG (STARTDIG, STOPPING, AND V/ATCHMG THE 
OPERATION OP MACHniES AND EQUIPME^JT, MAKING 
SIMPLE ADJUSTI-IEIJTS AND CHANGES IN PARTS) 


















6. PEEDKG-OFFBEi\Rr-IG 1 PUTS MATERIAL:; IN MACHINE, 
TAKES OUT AND MOVKS) 













Y, HAI^DLPIG (LIFTS, CARRIES, ' >R iiAJIDLES 

OBJECTS VJTTu •-!j\;:i)S/rt;uNDT- '0 !,S ) 



VITAL CAREER INFORMATION CENTER 
P. 0. BOX 44064 ,CAPITOL STATION , 
BATON ^I^.^UISIANA 70804 

OCCUPATIONAL VALUES 

S^^E^N ORDER PROM HIGHEST (1) TO LOV/EST (7) THE IMPORTANCE TO YOU 
OP THE OCCUPATIONAL VALUES LISTED BELOW: u-uKiAiNUii, xu lUU 



RANK OCCUPATIONAL VALUES 



DESCRIPTIONS 



INTEREST AND 
SATISFACTION 



ADVANCEMENT/ 
PROMOTION 



SALARY/WAGES/ 
EARNINGS /PAY - 



PRESTIGE/ 
RECOCJNITION 



PERSONAL/ 
INDIVIDUAL 



PREPARATION/ 
ABILITY 



I VALUE AN OCCUPATION THAT CAN: 

-GIVE ME A CHALICE TO DO THE KIND OP WORK I LIKE 
-MAKE ME FEEL PLEASED AND HAPPY WHEN I DO IT 



I VALUE AN OCCUPATION THAT CAN: 

- GIVE ME A CHANCE TO GET AHEAD BY LEARNING MORE 

- PROVIDE A GOOD OPPORTUNITY FOR ME TO ADVANCE 

- MAKE IT POSSIBLE FOR ME TO MOVE UP OR GET PROMOTED 

I VALUE AN OCCUPATION THAT CAN: ^ 

- PAY ME ENOUGH MONEY T 0 GET THINGS I NEED AND WANT 

- GIVE ME A GOOD INCOME 

- PROVIDE ME A GOOD LIVING 



I VALUE AN OCCUPATION THAT CAN: 

- CAUSE PEOPLE TO TRUST AND DEPEND UPON ME 

- LET ME GET^EDIT AND RESPECT POR THE WORK I DO 

- MAKE ME.^?EEL IMPORTANT AND LOOKED UP TO BECAUSE OF IT 

I VALUE AN OCCUPATION THAT CAN: 

- PIT IN WITH MY WAY OP LIFE 

- ALLOW ME TO DO WHAT I HAVE ALWAYS WANTED TO ^ 

- PROVIDE AN IDEAL TY5^ OF V70RK POR ME 

I VALUE AN OCCUPATION IN WHICH I CAN: 

- USE MY EDUCATION AND TRAINING 

- APPLY MY APTITUDES AND TALENTS TO LEARN AND DO THINGS 

- DEVELOP SKILLS BY BECOMING GOOD AT THE THINGS I DO 

- DO THE KIND OP WORK POR WHICH I AM BEST SUITED 



SECURITY/ 
PROTECTION - I 



STUDEHT 



VALUE AN OCCUPATION IN WHICH: 

I CAN GET STEADY, REGULAR WORK 

THERE WILL USUALLY BE A DEMAND POR WORKERS 

JOB OPENINGS WILL OFTEN OCCUR' 

I CAN GET A JOB AND KEEP IT 

I CAN GET SOME THINGS IN ADDITION TO PAY, SUCH AS • 
VACATIONS, SICK LEAVE, INSURANCE, SOCIAL SECURITY 
RETIREMENT, PE:TSI0NS, AND OTHER EMPLOYEE BENEFITS ' 

, SCHOOL 



GRADE , DATE 
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VITAL CAREER INFORMATION CENTER 
P. 0. BOX 44064 /.APITOL STATION , 
BATOM ROUGE. LOUISIANA 70804 

ocoupatij:;;u. a-.'Ai.s 

■RANK IN ORDER PROM HIGriEST(l) T, LOlftXT {() Tiffi GOAL'S VffllCH YOU V/OULD 
LIKE TO REACH BI A, CAREER, LISTED BELOW: 

RANK ' QQALS DESOftlPTIQNS 

PBTANCIAL-GOAL - WAKI TO MAKE AS MUCH MONET AS POSSIBLE 

- ,BE ABLE TO ai^T 'liE i'HBIGS YOU WANT. 

- TO BUiID Tj? A C -^LT.PCTIOI>I, KEEP AJJD PRESERVE OBJECTS 

- ilAFE SAVr.'GS, 'li i::VESTHSllTS FOR FUTURE niCOME 

ALT s:-;cunirY 

■ SOCIAL' ACCEPT- 

ANCE GOAL - WANT TO BE LOOKED UP TO OTHERS 

- RECEIVE ATTSIiTIOi: OK' OTHERS AND BE ACCEPTED BY THEM 

- GET OTHER;'. TO LIKE AND RESPECT YOU 

- PEEL NK^DED AND WANTED AS A MEMBER OP TEE GROUP 

AUTHORITY-POWER 

GOAL - -V/AI.-T 7 3 3E A BOSS, SUPERVISOR, I4ANAGER, OR LEADER 

- BE ABi.£ TO CON'^^.OL AND RUN THE-IGS 

- JiAVE THE H:JHTL.T(. LEAD PEOPLE OR TELL THEM WHAT TO 
DO A1;D Tim WAY TO DO IT 

V/ORK- CENTERED 

GOAL - \-:;cT I'- :.'':kPc. all r-u can about a job and how to do it 

- do a GG-ij; j^oB do ycju gai: go as far as you cai^ in it 

- SMOY W: miniQ AT A JOB THAT YOU LIKE TO BUSINESS, 
TN juCTTx,_ 1 TiiRin-IEl.'T, -jN U: WOIiK ON YOUR OVffl 

SERVICE- CENTERED 

GOAL - WANT 7 HKLF T BE OP SERVICE TO OTHERS 

- nr. ABL-'. T". TrAcn :r train others 

- j.Lv L'TZiD v;;-! i'HuTl;:;? others 

- A.ii.,':: oTi-ciRC iiu'Row. theI'ISel^/es or i-ieet their 

rE.irJONAL NI'ilJDD AG A FSHSON AI-ID MEMBER OP THE GROUP 
^, - 1UILE O^^x COUNl-EI, vTISRG Tn fffiLP THEI4 SOLVE PROBLEMS 
;rOIjT. JSZ, GCH.' .L, Dm,EiG WITH OTHERS AND TliEM- 

i'.Lvn::. 

- ~"iL-.: - Ticn: ji-n-auvu their health or condition 

'_■ PERSONAL SUCCESS 

GOAL - ///crp ' ; :'!,r3 a ;;Ai'L'.? i'-'OR yourself to please you 

- 3iJ l^A7lZ?li:o with yourself BY REACHMG THE OBJECTIVE 
YOU SET FOR i'OURSELF IN YOUR JOB OR CAREER- 

- MAKE Tit: Mi-'ST OF WHAT YOU HAVE LEARl^ED Al-ID ARE ABLE ^ 
TO DO V^EI.I. Hi ^ JOB OR CAREER 

- USE Y'.UR TAI.ENTS, OR I'HE WAYS YOU THINK, LOCK AlTD 
ACT T. F7-'?L.BJ Y Hi i'i'j-.LE^'GS, AND IDEAS BY PERFORM- 

Arc::.>, ■.■/;ivri:;'"j, imHiT.'o, sniGiNG ajtd/or playing 

PAMILY-CKITERSD 

GOAL - '.'/i.-;? : •j.r-.'ro..: y-h.-c i-;j:jly a uOoo home lifj'; 

- Ki3^"' y rjH WAY Or' LIFE GOIN'G Hi YOUR FA14ILY 

STUDEITT.^ , i^::: ,GRfiDE_ 

DATE 
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FORM 23 
DIMENSIONS OF VOCATIONAL NEEDS 

Ask Yourself: How important is it to an ideal job for 
me, the kind of;* job !• would most like to 
have? 



Check the box on the right indicating the degree of 
importance you would personally attach to each item. 

Neither 
Important 

Very Uh- Nor Un- Very Un- 

important Important important important important 

1* 2. 3. U. 5. 



1* Ability Utilization : 
I could do something 
that makes use of my 
abilities. 

2. Achievement : The job 
could give me a 
feeling of accom- 
plishment, 

3. Activity : I could be 
busy all the time. 

4. Advancement : The job 
would provide an 
opportunity for ad- 
vancement • 

5. Authority : I could 
tell people what 
to do. 

6. Company Policies & 
Practices : The com- 
pany would adminis- 
ter its policies 
fairly. 

7. Compensation ; My 
pay would compare 
well with that of 
other workers. 

8. Co*^orkers : My co- 
workers would be ' 
easy to make friends 
with. 

9. Creativity : I could 
try out sone of my 
own ideas. 



151 lii.^ 



Neither 
Important 

Very Un- . ^or Un- Very Un- 

important Important important important important 



10» Independence : I 
could work alone 
on the job» 

11* Moral Values ; X 
could do ch,e work 
without feeling 
that it is morally 
wrong* 

12, Recognition ; I 
could get recog-- 
nit ion for the / 
work I do* 

13 • Responsibility : 
I could make de~ 
^ cisions on my own* 

14. Security : The job 
would provide for 
steady employment* 

15. Social Service : 

I could do things 
for other people* 

16* Social Status : L 
could be "somebody" 
in the contmunity* 

17* Supervision-Human 
Relations: My boss 
would back up his 
men (with top 
mauagemont ) • 

18* Supervision- 
Technical : My boss 
v7ould train his men 
well* 

19. Variety : I could 
do something dif- 
ferent every day. 

20. Working Conditions : 
The job would have 
good working condi- 
tions* 











Jm 






















< 


















- 


• 




^ 






















/ 




































ERIC 



21 



V 



FORM 2l\.. PEER EVALUATION 

1 am interested in learning more about how I work in 
a groups Would you please help me rate my behavior 
in this group? My name: ^ 

• 1. Behavior - observed very often 

2, Behavior - observed often 

3« Behavior - observed some 

A. Behavior - observed little 

5. Behavior -observed none 



1* Honest with other members. 

2. Contributes to the group. 

3. Expresses self clearly. 



^ 4. Summarizes what is' happening. 
5. Yields to group pressure, conforms. 



6. Provides helpful feedback to group members. 



7. Listens vd.th understanding to what others say. 

8. Takes lead in selecting topics. 



9. Shows interest in people and their ideas. 
10. Knows when to talk and when to listen. 



11. Helps others feel at ease. 

12. Helps group to stay on subject. 

13. Shows that he likes us. 

14. Tends to wander off the topic. 



15. Annoys others. 



16. Sets himself apart from the group. 

17. Runs away when faced with a problem. 

18. Shows evidence of being well-informed regarding 
the task. 

19. Contributes ideas that move the group toward its goal. 

20. Applies knowledge to solution of problems. 

21. Functions, in general, as a helpful and productive 
group member. 

153 

2(? i 



c 

o 











a 




rH 




<D 


<D 










-P 




Cm 


O 




O 


O 









1. 



2. 



3. 



A. 



5. 



FORM < 



DIRECTIONS : 



OCCUPATION: 



WRITE CODH IZlif .US^ V 
KNOWLEDGE A:r.!/oi, bail, 

E - Ei£iiE:rrA*vY, ju- 



F.S o\ Rir.ri TO I'-'iTOATE THE Dsor;}:E OR A::ouN-r of 

;) FOil Tti7, :A\\11C::U\R OGCDtATlON. (CODE SCHCOL :^;£L: 



I/.. Sh - SENIOR iillUl SCHOOL; C-COLLEGE) 



raWnc } 



6. EVALUATION 



1. f^JU^E JirOGE'CENTS tN: 

TECHNIQUES USED SY A SPEAKER IN OKAL PRESENTATIONS 

b > INVOLVING TliE COrJ^ARISON OK READING SELECTIONS TO PERSONAL 
"" EXPERIENCES ^ 



<u GROUP DISCUSSIONS ON BASIS OF TECHNIQUES AND CONTENT 
d. PERFORMANCE OF A MODERATOR IN A DISCUSSION 



cu OPTIONS OF JOB Ori'ORTUNITIES ON BiVSIS CF INTERESTS, 
f. READING M/MERLALS 



GOALS 



2- COMPARE AND/OR CONTRAST: 

a. DIFFERENT AUTHORS* STYLES OF WRITING 



b, ONE PERSON OR THING WITH ANOTHER PERSON OR THING 



c COMPARE AND EVALUATE MAJOR ALTERNA^XIVES 



d WRITTEN STATEMENTS. EDITORIALS. NEWS ARTICLES 



c. 'HIE RELEVANCY OF SCHOOL SUBJECTS TO PRESENT-DAY Vfi)RIJ) 



1 INFER THE AimiCR'S PURPOSE IN A BOCK OR ESSAY 



^* SYNTHESIS 



COMBI?^ CO :;CEFTS, PRINCIPLES, GENERALIZATIONS BY ORGANIZING 
SENTENCES AND PARAGRAUIS TO DEVELOP A TOPIC 



2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 

la 

lU 



PRODUCE A FACTUAL REPORT FROM NOTES ANU OUTLINE 
WRITE -ORIGINAL STORIES, POEMS ^ COMPOSITIONS 
DEVELOP* DRAMATIC TECHNIQUES ; 



DESIGN A M£TH OD\FOR MASTE RING THE SPEL LI NG OF WORDS ^_ 



EXPRESS IDEAS I 



ORGANIZE WORK ASSIGNMENTS 



WRITE A NEWS AR 



TELL A PERSONAL 



PUN A DEBATE, 



WRITE A RESE/JIC 



VARIOUS WAYS ORALLY AND IN WRITING 



ICLE . 

ANEL^DISCuSSION 



I PAPER 



ANALYSIS 



READ CRITIC ALL 



JAKE INFERENCES DElU V'ED. FKOMJLJijyLN^i ARACJ^^ 
DETER?!! NE RETJ^TjON^I^j". S AjlO X IDE AS IN A PAR AGRAPH 

"PETERMI:^ fpRM AriD I ATTER:^ IN A LITERARY '^WORK ' 

PERCEIV'E' " 

g. CONTENT AT.) S^c":.!' TE0IC;i£lT$^FR0":,OH/\k LH{>^ 

b, DIFF£R£"^:CES IN S'RITTHN I'RESENTAlIpNS 

c . ATOipy V t::rE v: ok a>i:f£ of view; h idden :5:ani_ng 

ii, T ECHMQiks US~ED 1\" WRITTEN WORKS 

, ANALYZE: 

a. VIEWPOI NTS IN EOiroRIALS, ^lEWS ARTICLES 

b. WRiriEN A D 'r\AL HESCNTATIONS 

c. observa tion:" ^ . > ^> ^ 

a. TVPRaj<AMS v^K ^^ o;i£s_ 



DIFFERENTIATE LIKENESSES A: rj DirFERENCb S 



DEDUCE DETAIL IN WKirf"E\- AN^ ORAL PRESENTATION'S 



3. APPLICATION 



1 . READ WITII !£AN-I Nu 

2. WRITE WITH CLARI7V 



3. INTERACT VERBAL LY WI Tl^ (TniEKS 

U. LISTEN INTENTIVELY 

C^E CORKECTLY: 



3. 



a. SPELLING RULES ^ 

b. GR^^t^!ATIC I RI^'CHLES 

c. Pt::^TUAT IO>rANl; CAi irA LIZATi oN RU LES 
4. DXCTIO :;AftY>N'D ijErE'jjXn MATERIALS _ 
c." TEC HNI^j iES OK.«"^.ATKE . WRITINC. Z 



6. FOLLOW URAL ANT) VRlircN INo TRU CTIONS , DIRECIICNS 



COMPREHENSION * U lOTERi'R};!: 

a. wai TIE j { ^ 3ta.XTT0N'S j 0IRECTICN$> AND I\TQR:AriON . | 

b. oH l iNsiRiX Tic^N, ini^ru^^^^ ^^Fcri'iation 

c. PICTOR IAL, 0;<Ai!!l^, AND S\^!B0LIC i:?F0R:!ATION 
2. RECOGNIZE: 

WORDS 



b» SE:rrENCS 



ERIC 



2 



^3* 



c. PARAGRAPHS 

d. MAIN ID EAS ' 
SU>!MARI^£": 

a. PARAGRAPH S 
hr STORIES 



REPORTS 



KNWIi-DGES AJJD SKILl^ NXEDCD IN AN 0001^1 ATION 



KNWLEDGES ANi) SKILLS 



L<w;tJAi.i: AKfs (a»nx*»UED> 



DIRECTIONS: 



OCCUPATION: 



WRITE CODE LETTnR(S) I.^ SPACES ON RIGHT TO KJDICATE TliE DEGRIIH OR AMOUNT OK 
KNOWLEDGE A:.T>/0R SKILL trt-EDSD FOR T1!K .A^iTICUUR C>CCUrATIO.J. (CODE SCHOOL lilVEl 
E - ELEMENIAIIY; Jll- JUIUCR »I0H; SH - SI:NIGR HIGH SCHOOL; C - COUJvCE^, 



" 7. COMl'REHENSION 4 



1, KNOWLEDGE 



UNDERSTAND TECHNIQUES AND/OR RULES' OF: 
a > LISTENING - HOW AND WH EN TO LISTEN 
b. SPEAKING 
C. WRITING - 



CON\^RSE, GROUT DISCUSS IO\S. ORAL REPORTS" 



PRINT AND WRITE IN SCRI!'T 



d. READING - WORD RECOGNITION. MEANI NG, STRUCTTTrT 

q SPELLING - AGE APPROPRUTE WORDS 

^ ' COI'SIUNICATE UNDER STAr^BLY 

& ENGLISH - CORR ECT OSUAGE ' 

JU^gkATUkK - ^TYLEy FlcflO' 



NON-rlCTlON 



i> CREATIIT- WRITING " I^'TAGINAI. N\ ORIGINAL. OWN IDEAT 



1. BASIC FUNDAMENTALS OF: 

■ a.LISTSNiNt;; 

__b. Sp£i^KIN(; 



CHAND^WRITT N^;: 



d. READjING 
g.3PEL ^INC 



f > LAN(; ;t!/\CE 



ivENG^^SH 



h> LITERATURE 



FOLLOWING DiREnTToyt; 



3 . BOOKS AND MATERIALS , 
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KNOUn£DGES MD SKILLS tlLEDED IN AN OCCl'tATION 



KNt»''!i:Dc::c and skills - rt/^niErATics 



DIRECTIONS: mUZ CODC lETTC:^(n) IN SPACES 0*: RICilT TO TOICATE THE DEGREE OR A.^-Om* Or 

KNo;:u.uaE A:rj/o:i si ill :rj'£D£D fo.^ tiik iartici'ur occupation, (code sCuix>l i>i:vf::. 

E - 'ILE.'^tENlAr.Y; Jll- JUNIOR HlC!l; SH - SENIOR HIGH SCiiOOL; C-COLLECE) .~~ 



OCCUPATION: 



6. iVALl'ATION 



tVALV.-.ri: 



D£TER:;iNA>rr f. CTf r^s 



! i 

i 



COST Or LIVING 



DECiSIO'ii^ CONCERNING: 
J ^aSONAL FINANCES 



co:2 AR;\T ivi: siting 



4-U 



c r ST zs7i:!<\Tl':c 



-[-■}-[- 



iR»)3LEM LVING 



I R.\iS 'i: 



INDU aTRU L, FI.'CANClAt '.lARK EI QUC-TA TIONS 



WiLUE OF Ti-.E DOLUr. 



.. ^TJDCE THi: AD^.lVtCY WITtl :^'HIC» CO NCLUSIONS ARE SUV-'ORTcD BY 
:/TA r I ST IC A u D/ TA 

.sjD oz lik;ic/.l faluci£5 r: statisticvl DuTa 

,co:{.AR£ i:rr£?.Esr Ri-.TEs v? ::0NEY lenders 



C t:2AR£ ^TA^NINGS FRC.X ^ AYME:rrS PER HOUR VERSUS t lECEU'ORK 

cor^ARE cust'of ne:. ve:<:^cs COST OF OLD ite:is 



fY:m!ESis 



,lCO>n^ARE :.U'£RiCAL VALIJES (LO:;£ST-!!ICH£;>T; L\t>G?.3T-SK /^^T) 
D£SICN TA3L£S, GR/'PHS. AVERAGES, AND OTHER DATA 



1 i i 



PL'vN 



SOLUTIONS TO N'Jy£RICAL rRQBLEXS 



IRODJCE GRAMIIC REPRESENTATIONS 

DEVELOr for:?jlas 

i REcARH FLO-V CHARTS 



i t ; 



riAN G30ETRIC EXPERlMErfTS 



rUN PERSONAL FINANCES (3l'Dr,ETi> . 



•rga:;i2E statistical data 



Cr:3INE CCNCEtTS, rRI'CCT :.ES, GENERALIZATIO NS i:: : Rjo.^. i Su l . INO^ 



4. AViLY: 



DET?.R: lNb ;RC£Dj?^S IN i R* SLEM Sn:.VI\G 



ZV/LJATE T>:£ Kr LEVA'XY v? DATA 



DKAW CONCLUSIONS RE^ARPPX i R03L£!ATlC SIT-'ATK NS 



Fi r: 



ALY^E v\TH^yATICAL sr-LU T lcNS 



.ir.ATICNS FROM CQ:.-C£I TS 



DETF-R^'r .E ^^IC ARmL^ZTIC REASONr: 



DIrr::.\:: TI. T! 3ETW::^N yytlHEr'ATlCAL t t-NCEI TS A'P i * E.V.TK^NS 



! i 



i^r: lka:i. 



i \ 



r^f i lUC RZ^E'CTATIC^'S CF M'MERICAL 'J 'A NTinES 

] •$■' " f^t>:R£:\:'rr e/-ivalents> R/\tios. a-d iKQiC P. TiONS 
'i£;o :;i^:":-.Y^ a-.d scales (c.l::m>.. : . ... v >kDs, 



•LTi::::r^ 



:io\i 



/:IM^UTI0%'S 



th::: VT ICAL . ro3le:-is : 

USE BASIC MAT?l FACTS 



COMPUTE 



CALCULATZ 



:R.-.-', 



ri)£R:> TA'D : rH£:u r iCtL terms 



2. ONDERSTA:^ Ti\E USE OF: 



WHOLE NU>3EF.S 



PL»\CE vallt: 



FRACTIONS 



^ffiASURE^OT 



GEOMETRIC CONCEPTS 



ALGEBR/MC CONCEPTS 



PE3CENTACE FORMULAS 



CALCULUS 



STATISTIC;) 



TI>5: ANT) CHRO::r:.(r,Y 



1. K\TOLr:DCE 



B/.:>ICMA^ FACTS 



ERIC 



L.V. 



.a'MERICAL AND Alx;KBKAIC FACTS 



CRi MHICS 

'"sets a^d^ 



Tr:iX /\ND ClIHt'VMX V 
':l\T?; bY?©*)^ 



.-4. 



MATHEMATICS 



^KJIpWTEpiSS a:?D SHLLS .based UPCr xHB D.pAAt^, 
Scale of General i?dncat:ou DeveiopmcDt (GED) 



.EVEL 



I 



■REASONING DEVELOPMENT 



Apply principlfrs of logical, or scientific 
thinkips: to a vido ran«/9 of intellectual and 
praotica! prohUrns wilh nouvfrual 

jj/xnbr'.sm (formu»;>.£. ficientiAc c^»uatif»i.3, 
firrapbd. rni»s:cal nou-s, vtc.) :r itf» TT^r-st dif- 
t ricuh phtj-cs. Dor.! 'vilh a varir'y of abstract 
' .'.na Cwrcret*- ^i;rial)!-% Apnr^ircr.d the sno?t 



AppK principlri'. ir-^itr.! or <»cio,^Ufir 
i:iink»n^: i - 4el:r«e proMoms, coKtvt iaU, es- 
fabitbh facU, draw ••>nciu3»rn^. 
irtfrirtt ar. c-xten-inf' vr.rscry tochncal 
instruct Jo:4« In aialhcnr.aMca! cr diaicrarT*- 
iratic fo/in. I>-*al several ai»'?ract and 



Apply principles of rational systems* t« 
solve practical problems? and d.al uith a 
variety of concrete variables ir s.tiistions 
v.hcrc only limited standardizaiior exists. 
Interpret a variety of instructions furnished 
in written, oral, diagrammatic, or «chedule 
form. 



App!v ii'iov 1* ^40 of advanced 
inHthtMnai»cai and :i:iitisiical 
lechrnques such as diilcri?n- 
tiftl aric? intt'^ral calculus, 
(actor ftnRl>iis, azid probubil- 
ii" determinaiiuii, or work 
v,n\\ a uide varii^ty of xh.co- 
reJcal mathematical con 
cepti» and make orisi.iial 
apphesMoas of matnematical 
prr^cedureK. as ui empirical 
ai«d ditTereiitia! equatiuni^. 



MATIIEMATIC/U. DEVELOPMENT 

I * wa n — i i jn i '^^nmm 

Atlvanced cakalus: 
'Work with hniits, continuity> real nui 
ber .sy;5*ver.i«, m(»an value theorems, ai 
implicit fuiution theorems. 

Modorh aU^cbra: 

Apply funianiental concxjpts of thcorl 
cf ^oups, nnc^s, and fields. "Work wi 
difTccntiai equations, Jinoar algebra, i 
tinitc serivii, *\dvanced operations metho( 
and Cimctions of real and complex vai 
abjes. 

Statistics: 

Work with mathematical statistics, matJ: 
matical prohab^ity and applications, 
perimental design, statistical inferem 
and econometrics. \ 



Aigcbr^ : I 
Work with cyponents and logarithm 
hnear cquaticnr,. quadratic equatioij 
;nathemdt:cal induction and bmomi 
theorem, and permutations* 
Calculus: ] 
Apply concepts of analytic geometry, d| 
ferentiations and >ntegiation of algcbr^ 
functions with applicaxionf?. i 
Statistics: J 
Apply mathematical cpcriitio!;s to fxj 
quency distributions, TC-lia^/ility and valj 
ity of tests, noimal cucve> analysis 
variance, correlation technic|ues, cl 
square application and sanipling theo]| 
and factor analysis, j 
— H 



Penorm ordinary arithmetic, 
h!gpt>riSic, and' geometric pro- 
c^<iure< m standard, practical 
appiii^Uon-?. 



Algebra : 

Deal with system of real numbetl 
linear, quadratic, rational, oxponcnti^ 
logaritlifuk, angle and circular functioii 
and inverse functions; related algebra 
solution of equations and snequalitiri 
limits and continuity, and probability a^ 
statistical infcrrnce. \ 

Geoinetry: 
Deductive axiomatic geometry, plane ai 
solid; and rectangular coordinates. 

Shop Math: x 
Practical application of fractions, pt 
centagcs, ratio and proportion, mcnsur 
tion, 1 )garithms, slide rule, * practic 
algebra, geometric construction, and < 
sontials of trigonometry 





Apply comnionsciisc Lndcrstandinp: to carry 
out instructions furnished in written, oral, 
or diap:ranini.ttic form. Deal with problems 
involving se\eral concrete' variables in or 
from standardized sitnations. 


Makt* arithmetic calculations 
invoKmg fractions, decimals 
and |>ercentages. 


•Compute discount, interest,, profit, and f 
loss; commission, markup, and sellniff 
price; ratio and proportion, and percent- J 
a^c. Calculate surGiccs, volumes, Aveights, ' 
and measures. 

AlKcbvi^: * 
Calculate variables and formulas; mono- > 
mials and 'polynoLiials; ratio and propor- 
tion variables; and square roots and . 
radicals. 

Geometry: 

Calculate plane and solid figures; circum- 
feronci*, area, and volume. Understand 
kinda of angles, and properties of pairs 
of angles. 


2 


Apply ccmmonspnsc UMd^rstandinf: to carry 
out detailed but uninv61vcd written or oral 
instructions. Deal with problem? involving: 
a few concrete variables in or from stand- 
ardized situations. 


Use arithmetic to fidd. subtract, 
mult iplv, and (iivide whole 
numbers. 


Add^ buhtract, multiply, and divide all 
units of measure. Pciform the four oper- 
ations with like common and decimal 
fractions. Compute r«itio, rate, and per- 
cent., Draw and interpret bar graphs. 
Perform arithmetic operations involving 
all American monetary units. 


1 


Apply commonsense understanding- to carry 
ovi simple one- or tw'O-step instructions. 
Deal with standardized situations with oc-' 
casional or no \ariables in or from these 
<*ituntiion4 pncrtiintorod on tho iob 


Pr-rfcnm sivople addition fend 
. subtraction, reading and 
copying of figures, or counU 
ing *iia recording. 


Add and subtract two digit numbers* 
Multiply and divide lO's and lOO's by 2, 
, . 3, 4, 5. 

Perform the four basic arithmetic opera- 
tions with coins as part of a dollar*^ 
Perform operations with units such as 
cup, pint, and quart; inch, foot, and yard; 
and ounce and pound. 




KNWLEDGES ANT) SKILLS MiEDED IN AN OCCUPATION 



KNOMl^DGKS AND SKILLS - SCIENCE 

DIRECTIONS; WRITE CODE LErrER(S) IN SPACES ON RIGHT 10 IMDICATK THE DEGREE OR AMOUNT 01* 

KNOWLEDGE AND/OR SICILL M:EDED FOR TIIE TARTICUL/vR OCCUrATlON. (CODE SCHOOL LEVuL: 
E - ELE^E^^:ARY; Jll- JUNIOR HIGH; SH - SENIOR HIGH SCHOOL; C - COLLEGE) 



OCCUPATION: 



6. 



^YNTHr- 



"c.vflL' NB i^mrS>: lNTOR?t flON 6R'"":<r:i ort 

J.7: [^l: [DEa nIIi:*^ .F^i^^^r RE!^'Jit_ajffE^^ 

^^DECIDE Z UEN;CE OF ir-RFORMING £.<t>ERlM£NTS 

^-y^y^ o^'? ^ciYnce £ ui iTiENT nejoVd 

7\civrLUi>rk' Yhe ixTSN¥ ' cxr:::cE ie t hqds are used 

IGX aXrERiyiENT _ 

i.D7/lGN /,ND TreTe'nT DENOl^^TR. TIONC 



RATirCG 



1.2.3. 



i ' ' 



{rn.qirr- : |_ ^ i. . 



--Pj-r-r ,- 



• 1 — r—t^T- 



-i. Oh ICN- XHEM TIC RE- RE.,ENTATION 



DC^IGN iJiOCEDURE FOR ^TUDY IN'G rROBLEM>-> 

Ide ig'n^ inv'e'7tig^. tion of V roblsms _ 



U COMBINE CONCEPT 
ORG. NI::E~INFo'R:t»TiON 



0. ^ rL/\N^ FOR ^.OL U TION O F i'ROBLEM. 
GE NE_R.\ LI 7J>T I ON b "vR I NC I f LEV 



N LY 



- Jl DETECT tOGja'JL ERROR.^ , UNSTATED ^ -ULtiX^2.^"- 

^US^ TION VNJu/t'ORJED JJJiNRR/'Lj;.. TJO^ ~ 
.J: N LYZE INF0R>1 T I O^r. DEFINE T ROB L^^^ f.... 
" C FORM GENEit' LIA'XIP^^^ REG RDING CONCEIT " 
PETEmjis'lo^^^ 
. DYJTfNGUIoir BETi.'EEN t/CT. ' INFERE^Xi:' ~ 

' r " ':?.T?zg xir ';-:nri'frr!:cTr le ^ 



3. _:.^ilkl!<:XIi:^' 



1» 11 LY F. CT.- , CCNCCPT 



L : i'Ri::criLc 

iri-^MTm. i^w^<x'fm\^ — 



NT) TrrERii^Er i5'r' 

T.Ti^RT0f3-rS!rL'SR*ra^::T5 

"m* (HC L". >n5 uimEir-iiiTuirf:: ' *" 



1 I 



2. CCCVREilEN luN 



l.^iECOGNI/-i", Xld:sTIFIC TERM. 

.t::t£iu'Rirr:cfi:?iYrFC TNTHnrrm^ 



. J 4 

I- -i : 
. jj 



UTTn'CYITE*' 



UNO'. L^OO^i 



ERIC 



I. SCIENTIFIC TEKJL 

j.uii^ii ^ci^NCE 

TiTHY^c/ir Tcnrot 

T.sciEN-rTra:'"SYr;B(3i:s ' 

~L ^',t6T^r:^CTrxz ' ^ 

TMSA-^rrojJCOTS 

a. <b.ervi:;g , 

'^ TriT 'imTTcr ' ^ 

'^srci' r::rrmc'" — ^' 

-^'x^cnj^yrcTHJC - — 

r/l^ERRINcf^ " 

^ ATfirOiiTONTi': *^nu;iCE- 'nrrrrorrft'Tra; — 



T 



It 
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KNWLEDGSS A;n) SKIL!^ .VUF.DED IN AN OCCUPATION 



KNOWI£DGES AND SKILI^ - SOCIAL STUDIES 



DIRECTIONS: 



OCCUPATION: 



WRITE CODi: LETTLnCS) IN SPACl^S ON RIGHT TO VmCMK TIiE DEGREE OR AMOUNT OP 
KNOWLEDGE MJD/OW SUILL NliEDED l\V.{ Td'c, PARllCUUR OCCUPATION. (CODE SCHOOL LEVEL: 
E - ELEMENTARY; JU- JUNIOR HIGH; SH - SENIOR HIGH SCHOOL; C - COUEGE) 



6. E VALUATION 1, 



•lAKE judge: OTS ON: 

^ SOLUTIONS TO PROBLEMS 

P£RSONi\L DECISIONS BASllU UK RLHAULK DAT/T- 



POSSIBLE CAREER CHOICEST 



ETHNIC GROUI^ PROd^EgT' 
CURRENT ISSUES 



niU>!i\N BEHiWiOR 

^ MAJOR TliEORt£ii, CES'KRiVLiMU^Xb , FACTi) 



ACCURACY IN REPORTlN'G ^'ACTS 



STANDARDS 



5. SYNTHESIS 



l.!ERCEIVE; 



COMPONENTS AND REL/\TI0NSHIP IN CONFLICT 



-TTfl WIDUAL VAL ' Ji ^g A S T) ^OCT AL CO rrr R O L" 



CULtUkxM OlJ-'rERES'CES 



2. FORilUUrfcTGfclNl^^UllZATlONi^ ANi^ HYP Oi ' HEbES CArAtiLh OF Hi-INC" 

T ESTED / 

J. ORGANIZE i:iP6n^'Jin()^ AND IDEAS' 



, PL.\N OR FROPOSE rOLUno.VJ TO SOCIAL t'kOBLEMS 

, M^\Kg; VISUAL REpRESEmrra Tb — 

, Integrate LEAR.^I.^G 'FROM DIFFERENT ARcLMs 



4. ANALYSIS 



1. DISTINGUISH FACTS FROM OPINION, RELEVANT FROi: IRR.'^LEVANT, ■ 
RELI/\BLE FROM UNRELIABLE 

2. DETECT LOGICAL ERRORS, UNSTATE D ASbU^ i i' iO\S , U.^UARKi^.MEt!) ^ 
ASSIiRTIONS 

3. "(/UEStiON UN^>UpP«^ftTiiD"GENER/VLlZATrONS" 



RATING 



2. 



ANALYZE sTA Tgn mriyyi'TnE sasts or '^ uas \: t d •am^rrr 

liXAMINE R£ASON?T0R CON7RADTCTrO\T"^^ 



3. APPLICATION 



USE DATA AND EVALUATIVE CRIT ERIA TO IV\KE DECISIONS ^' 

2. OBTAIN INFORM/ifloN' FROM A VAUKVi OF SO u KCES '"^ 

J.IOMSE ..UiiSYIONS AN'D'SEiiK ANSWERS — ' 

..U^li lN'F6R>KTIC\'T0imCES^S "RETUTKED — 

_525^*miim^T^nE^ ' 

o.USE STEPTlTlToBTLTl-'SCrTrTC; 

; . TTRTTgTp^^fOEg.'rniS — ^' " 

u. IoSate^iod mgroz^i in^oRM/vTTON 

. AC'lJYRg^ y7y (3RMATION TIlROTTCintCTJ CT / : LlSTi-NING, UBSHKVrar 
1^. ^HEAK WlTii AOOUR^iCY AND POTSH 



. ./^RiTE wr?n^craaTrTO rE :<i\c T NES 5 

"^^^^^^^35^^ TABIE^ , MAPS, GLOBES 



I ..APPLY p[CDliJH"-T{n:vi!.c;. AND cr itical thi^kinc skills - to 

SOCIAL ISSUES 
.WORK COo^Kf^AmiV WITH others 



.Ijmi kESPOT?5TgirnT"F0tro:?Tr p e rsonal Dx^VcLOFMENT 



2. COMIRSHENSION 



UNDERSTAND SOC IAL STUDIES TER>IS 
YS AND imiNCIH.ES" 



> UNDEi^S Tg 

,UN[5SR:^TANb AKT) CHRONOLOGY 



iNTt^Ri-kET VERBAL MATERIA L 
, iNTERPRET CHARTS GRAPHS , TAbLES, ?I/vrS7"GrDHt:r 

, REcocNizc'^ftO^LSHS A^^)■ issues: 



, "^StimAtE FUTURmnr!?Ps"OR CONSEr UcNCES i:ii LiKD IN UATA " 

, JuStI^^ ffKiniOD S" A> ' D " l ROCEDURE S 

, g^riNGUlS H SETUcT:^ TYrES •OF^ICn^T ^\L M/;rERIA L 

, COMMUNlCATE"oi^LLV AlHJ WRITING 



1, KNOWLEDGE 



SOCIAL STUDIE S TER.MS 
2. BASIC "DoNCEpfS 
J . _SPEClFI(i PACTS 

CIlRO^JOLCCY . 



ERLC 



, PROBLEM^^^TjCV IrlCTCim'TCAL'TillNKINC 

, HUMAN KEU T im^V ' 

, PERSONAL "S£V5 L0?i! £:!=rr — 

, STRUCTURE ANlTTuITCTONSnSF ^ V KRNM J- I NT 
<bh\VS AND GLOBES 



I .COOPERATION 



21u 



-1- 



.1- 



FORM ?6 A 
WORK ADJUSThniNT 



Correspondence 



Ability S«t 






1 



Sotisfactoriness 





\ 



\ / 



/ 

/ 

/ 



\ 



\ 



/ 

/ 



Retain 



Promote 



Tronsfer 



Fire 



Ability 
Requirements 



3 
C 



Need Set 




Reinforcer 
System 







Correspondence 



Quit 




Reinforcer 
Syst€m 



Points to be made about the chart: 



Sotisfoclion 




r ^ 
Remorn 


\ 




\ 



Jo^s can be described in terras of the abilities required - 
(e.g., clerical skills, ability to sell; raathematlcal ability, 
etc.). 

Individuals can be described in terms of the abilities they 
have (e.g., clerical, artistic, technical knowledge, etc.). 
"Satisfactoriness " — the employer's evaluation of the 
employees — depends on the correspondence between the abil- 
ities required and the abilities possessed by employees. 
^Q^s can also be described in terms of the "reinforcers" or 
rewards jthat are available to workers (e.g., responsibilTty, 
social service, variety, etc.). 

Individuals can be described in terms of the psychological 
needs they" have (e.g., advancement, variety, authority ). (See 
list in Appendix to this unit). 

Job "satisfaction" depends on the extent to which a job pro- 
vides the "reinforcers" or reward r Thich meet the individual's 
needs . 

Satisfactoriness - ability to perform the job ' welT - and satis- 
faction - the extent to\ which the satisfies psychological 
^^eds - are interdependent. (E»g. , If one performs well he is 
likely to get a sense ofi achievement, recognition, more respon- 
sibility, etc. Or, if ohe is satisfied he is more likely to 
be motivated to use his <\bilities in performing well.) 
When one is choosing an occupation, he should consider whether 
he has the abilities required and if the occupation offers 
the rewards he seeks. 



A 
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FORM 26 B 

Aptitude- Parts Chart 



The parts Chart below shows a sample item Tor each of the twelve test parts of the General 
Aptitude Test Battery. One purpose of the chart might be to help you recall your experiences in 
responding to each test part. Notice that there are nine aptitudes being measured by the GATB. 



APTITUDE - PARTS CHART 

^^^^^^^^^^ 



[4 WMldF^ 



0. 




§ 

C 

I 

I 



/ 



! nil 



lONG ft COMTViT LONG. 

JOHNSON & SWTH JOHNSON ft SttFM 

AWSnK>*G f C AflJyCTUCNG f.C 



VX5 



o 



o 



o 



o 



«> o\^ ^ 



CO 



try 
m 



4^ 



a 
a 
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VITAL CAREER INFORMATION CENTER 
P. 0. BOX 44064, CAPITOL STATION, ' 

BATON ROUGE, LOUISIANA 70804- 

FORM 27 

FCm PC?. Rf\TING OF UNIT ACTIVITIES 
■ BY STUDENT 



YOUR NAME: 



J TEACHER:, 



J GRADE: ;DATE: 



Directions: For each ;;taT.emer.^ listed below place a check mark under the 
word which you think tells how much this was done during the unit. 
Add any other comeiits for impro\'enient of unit on back. 



STAT3-ENT 



RATINGS (Check one for each statement) 



!• Helped me learn more about the opportunities 
for occupations and' careers in the V/orld of Work 


Very 

L'^uch 


Much 


Some 


Little 


None 


2. Helped me learn more about what you do J need 
to know; be able to do; what y§u deal vith;when, 
where and how you use the skills needed in a job 












3» Helped me to learn more about my 

interests, abilities, personal strengths 

and limits which can be useful in" studying -about 

occupations and careers ' 












A* Helped me to learn how to fini out more 
about the occupations and careers which 
I am interested in and have the abilities 
to learn 












5» Helped me to learn how to find out about 
other fields of v/ork and rela^.eJ occupations 
and careers besides those covered in the unit 












6. Helped me to learn how to work with others 

in a group and in the class-,to be u.:oi on the job 












?• Helped me to learn what personal ways of 
acting and doing things are needed for job 
success 












8* Helped me see how niy pre.^^'nt schccl subjects 
are useful in preparing for, retting, holding, 
and advancing in a career 












9» Helped me learn how-to get the necessary 
information on occupations and careers so 
that I can compare the requirements with 
my abilities and make up my mind what I want ; 
to do 












10» Helped me to rnake plans for the subjects, skill- 
training, and knowledge I will need to have to 
get ready for occupations in which I am interestec 












11* Helped me learn how to find out mere about when, 
</here, and how to get the training needed for 
different types of occupations and careers 












12» Helped to locate and use career resoOTce persons, 
^„ organizations, publications, and audio-visual aide 


16 OA 
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/ 

STUDENT SELF-GRADING SHEET 
ON OCCUPATIONS UNIT OR CAREER COURSE ACTIVITY RELATED TO A COMPANY ORGANIZATION 

OCCUPATION 

Obtaining a job is often a big problem, but more important is your ability 
to keep your job and fulfill your employer's expectations. 

The following check list will allow you an opportunity to evaluate your work 
habits during this unit^ 

Think over each question carefully and try to see yourself as your employer 
would evaluate you. Rate yourself on each question by writing in the blank 
one of the following numbers for the rating which best fits you on the question 
as it relates, to the job you have done in school on this unit: 
(1) always, (2) most of the time, (3) some of the time, (4) little, ,(5) none 



1. 


Did 


I come to work on time each day? 


2. 


Did 


I get right to work? 


3. 


Was 


I honest with the supplies? 


4. 


Did 


1 make all days of work? 


c 

_ -A • 


Dla 


i toXj.ow company ruies: v**^*'^*^*^-''-/ t-J-cisa/ gtuup ruxeb^ 


6. 


Did 


I get along well with others? 


7. 


Did 


1 do my fair share of work? 


8. 


Was 


I willing to learn how to do new things? 


9. 


Did 


I take care of my equipment, supplies, and working place? 


^10. 


Did 


I complete each job on time? 




Did 


I keep others from working? 


12. 


Was 


1 courteous to my fellow workers? 




Was 


1 friendly and cheerful without wasting time? 1 




Was 


1 willing to help others when they needed it? 


^15. 


Did 


I show respect for the things other people 



knew that 1 did not know? 



.16. Did I take criticism without becoming upset? 
11. Did I follow orders and instructions? 
18# Did I use safety and health care? 

19# Did I keep neat and dress appropriately for the work? 

160B 
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for: I 











t f I 1 ! ! ! : » I t 1 y. "^t- ^^i'^r r-^ ? ! 




MO. 

! I 


DAY YH. 










rn* 1 




Ckjcupatlonal TiMo . ^ 
! 1 1 f » f 1 » 1 1 » » f f I 1 1 1 ^J[t f 


D.O.T. Number 
! 1 f 1 t 1 












A B G D i; F J H 1' J K L H l F Q 

. ! ? * *^ » 1 » f I 1 1 » 1 1 ? 1 1 1 1 f 1 


! I ! ! f ! *• '! ! 1 



1-20 AD:)Er::U r>-:- r 



I I J f I t 



26-35 CTTr- 








t f 1 f » t ! T 1 » 




! ! • ! 


1 \ f 1 1 




56-65 rK'.:::, .::r'=ri.:.c,^r.ll 






J— 1 






1 r 1 1 1 f 1 r » I 


i t 1 1 


! 1 • 1 







^ j^-^O COHOC.T. DA -A 



{ L, , , • f • ' * ♦ ' • • • • • • » t 1 ( 1 1 • 


■ I.; V J (1 } 
K 1 .: ;• V c <; 10 

' » f t t 1 1 » t f » « 






(2)) i ' . ( br..) 


t 1 t » 


[date (M9. >;/ •'-.) (7) 
i i- ' 1 ' 1 1 



rAFi-?.\ vT::..) 



1^20 CA.L. R PI':..,) 



1 f ; ! I I ! • ! I ' I ^ ' ! f I t I 



! ! I ! * ! * I * • * ^ • » I I < I 



53-71 CAIiZEK Plr:L:> 



t f f ! ! t I I f t I f f f \ f ^ f I f 



;^1-2(S DOT CCDK Ku. 
I f I I I f 



r f I 



7^^-78 DOT GODF HQ, 




VITAL CAREER INFORMATION CEN1ER 
P. 0. BOX 44064 ,CAP!TOL STATION , 
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POR.I 29 a 
STUDENT EVALUATION BY TEACHER 



Some of the objectivc^^ of the World of Work program are licte.d below. ricu.:e pl't^-c 
a check (>/) in the columns to the right indicating ^ow well you feel thi/ coal 
was achieved by studj^ts* 



1. To help students gain more information about 
thq World of Work 

2. To aid students in better understanding their 
personal strengths and limitations with 
respect to occupations they observed 

3. To help students in planning their high school 
or technical school pr6grams in order to reach 
tentative career goals 

4.. To help students explore related fields of work 
and specific occupations in which they are 
interested 

5. Through class activities to teach students how 
t6^ work bett^.^ with others as well as other 
personal traits needed to be, a successful 
jobholder in the future 

6r To help students understand the importance of 
their present school studies with respect to 
getting and holding jobs in the future 

7. To teach students how to go about making 
decisions 

$• To aid c:tudentr> in organising; and planning 
their career goal:: 

9. To acquaint jtuJent:: with the many types of 
educational ^nd training opportunities there 
are available to them 

10. To acquaint student:: with the various books, 
i.?:;riodicals, organisations and personnel that 
are available to help them in making career 
decisions 



TOTAL CHECKS 

STUDENT 

SUBJECT 

SCHOOL 

DATE 



:0:i EACH COLU^aI 



Excel- 
lent 


Good 


Aver- 


Poor 


None 
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FORM 30 

RANDOM LOG OF CAREER DEVELOPMENT ACTIVITIES 



Date 

Project Educator 



Non-Project Educator 



Grade Level or Specialty 



Total 
Number 
of 

Activities 



Purpose 
Student 
Outcome 
Objective 



Career Development Activities 
1. Classroom Activities 

A. Teacher Presentations 

B. Student Presentations 



C. Outside Resource Presentations 

D. Library Research 

E. Materials Display 

F. Audio^Visual Presentation 

G. Other 



2. School Activities 

A. Committee Meetings 

B: Faculty Meetings 

C. Parent Meetings (Include PTA) 

D. Individual Staff Conferences 

E. Indiv. Student Conferences 

F. Individual Parent Conferences 

G. Large Group Student Programs 

H. Other 



3. Community Activities 

A. Field Trip Planning 

B. Resource Speaker Planning 

C. Touring Work Stations 

D. Interviewing Workers 

E. Other 
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FORiM 31 
PROGRAM REACTION SURVEY 



I I Project Educator 

I I Non-Project Edxjtcator 

1. In what ways has the Career Development Program helped you to do a better 
job professionally? 

A. Increased my knowledge of career development concepts. 

B. Provided a vehicle for increasing curriculum relevancy. 

C. Provided useable materials for my work. 

D. Stimulated more team work. 

E. -. Increased conimunity assistance in education. 

F. Other 

G. No help 

2. Did you feel you had a voice in the implementation of the program, if you desired? 

□ Yes 

□ N° 

3. Hie amount of time required for this project was: ' 

Too much 

OK 

Too little 



4. The major objectives of the project as you see them are: (Check all appropriate 
answers) 

A. Meet national manpower needs. 

B. Develop specific student job skills before graduation. 

C. Integrate vocational and academic education. 

D. Help students select an occupation before graduation. 

E. Increase the use of community resources. 

I F. Other 

G. Impossible to determine. 

5. KTiat are the highlights of the program? 



6. In your opinion were the parents <>upportive in this program? 

I 1 Much Little 
I I So.^e |~] Nor 
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fori; 32 

COMMUNITY REACTION SURVEY 



How has the Career Development Program helped you contribute more to 
the school and the students? 



a 



Increased my knowledge of career development concepts. 

b. Made it easier for me to influence school curriculum. 

c. Increased my knowledge of school objectives, materials, methods. 

d. Other 

e. No help^ 



Did you feel you had a voice in the implementation of the program 
if you desired? ^ 



□ Yes 
n No 

The amount of time required for this project was: 

Tdo much 

OK 

Too little 



The major objectives of the project as you see them are: 
(Check all appropriate answers) 

a. Meet national manpower needs 

b. Develop specific student job skills before graduation 

c. Integrate vocational and academic education 

d. Help students select an occupatio^^ before graduation 

e. Increase the use of community resources 

f. Other 



g. Impossible to determine. 

What are the highlights of the program? 



In your opinion is the scliool staff supportive of the program? 

( I Much □ Little 

I ( Some support 
In your opinion arc the pnrcnts supportive of the program? 

j I Much Little 

j I Some j No support 

32 0. 



Better prepares students for 
entry in labor market on real- 
istic basis 

Offers employers better qualified 
and occupatione^Jy oriented job 
applicants 

Provides more applicants with 
potential for success and 
satisfaction on job 

Tends to reduce employee dissat- 
isfaction and turnover - improv- 
ing stability and productivity 
of vork force 

Stl:nulates better student-teacher- 
counselor-parent relations - help- 
ing "bridge the gap" 

Allows students a smoother change- 
over from school work to employ- 
ment 

Helps coordinate work of educators 
with employment counselors ^ 
personnel and resource people in 
the community 

Establishes a means of encourag- 
ing and following-up the career 
development and progress of an 
individual throughout his work 
life 

Provides a centrally located 
clearing house for local, regional, 
state, and nationp.l occupational 
£itid career development information 

Brings together more effectively 
the sei'vices of all organizations . 
and establishments which affect 
the education, guidance and 
employment of individuals. 



For further' information, see the 
vocational guidance counselor or other 
person sresponsible for the VITAL 
occupational information and career ■ 
development program in your school ^r 
community* 



The VITAL Oejreer Information Center 
State Department of Education 
0, Box kk06k 
Capitol Station 
Baton Rouge, Louisiana lOQOk 




Reader-Printer 



Microfilm Aperture Card 



budents fW 
ritet on reW- 

setter qualified 
r oriented Job 



For further information, see the 
vocational guidance counselor or other 
person responsible for the VITAL 
occupational information and career 
development program in your school or 
community ♦ 



WHAT IS V I TAL 
TO YOU? 
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The VITAL Career Information Center 
State Department of Education 
0* Box kh06h' 
Capitol Station 
Baton Rouge, Louisiana 708oU 




Vocational 
[nf ormation 
Techmiques 

Applied 
L ocally 



by the 



Reader-Printer 




Microfilm Aperture Card 




Hero's more about this service 



22*) 

V..nt nrt the services of the VIIAL 
Career '-iformation Center? 

Serve? : 



Stuaor.ts, Parents, Teachers, 
.Coun^f»lors, Librarians, Aiaiini t r*\tc*- 
Employers 

Parnistics ; 

" SohcJ : s - 

— Up-to-date, easy-to-use local 
occupational information 

— Render-Printers for reading ani 
printing out copies of micro lined 
data 

Students - 

— A vide range of reliable, current, 
pertinent local, regional, and 
national occupational information 
for vocational guidance 

— Educational requirements and 
training opportunities for Jobc 

— Easily readable vocttional 
orientation data for disadvantaged, 
dropout and handicapped 

— Economical print-outs of data 
selected from microf iljn aperture 
card for further exploratioti and 
discussion with parents, counselors 
and teachers 

— Method of relating students* 
interests, abilities, aptitudos 
and aspirations realistically 
to Jobs 



Pi< rents - 

Opportunity to participate in 
children's vocational guidance 
by having access to print -outs 
of i^eallrtic ^occupational 
infonuit io*\ 

H' ool Personnel - 

Means of keeping up with Job 
requii'cmer.ls, markets, pay scales 

Way to hav^ at fingertips a vide 
variety infonnation on orld- 
of-work 

Equipment to encourage t;tudents* 
vocational guidance 

— Sources of publications and 
materials on occupations 

— Names of persons to contact in 
business, industry and govern- 
ment for further information on 
Jobs and field trip arrangements . 

— Methods and materials for inclirl- 
ing vocational guidance in 
curriculum planning, development, 
and instruction 

Values Rendered : 

Increases availability of relevant 
reliable, readable local occupa- 
tional information 

Broadens knowledge of "world of 
work" 

— Allows exploration of many occupa- 
tions 
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use local ) 
nation 

reading ani 
of micro "'lined 



Liable, current, 
gional, and 
lal infonaation 
lance 

raents and 
;ies for Jobc 

Jctional 

)r disadvantaged, 
pped 

its of data 
)filin aperture 
cploration and 
rents, counselors 



students * 
8, aptitudes 
ilistically 



pi-rc-nts - 

Opportunity to participh^e in 
children's vocational guidance 
by having access to print -outs 
v>f 2x?n^!rt!c occupational 
Irforuit io-^i 

S' ool Personnel - 

Means of Keeping up with ,)ob 
requiix?rae:.ln, markets, pay scales 

Way to hav^ nt fingertips a vide 
variety >* infi^rmation on ^orld- • 
of-worK 

Equipment to encoura|ge students * 
vop^tional g;uidance 

Sources of publications and 
materials on occupations 

— Names of persons to contact in 
business, industry and govern- 
ment for further information on 
Jobs and field trip arrangements 

— Methods and materials for includ- 
ing vocational guidance in 
curriculum planning, development, 
and instruction 

Values Rendered : 

Increases availability of relevant, 
reliable, readable local occupa- 
tional information 

Broadens knowledge of "vorld of 
work " 

— Allows exploration of many occupa- 
tions 



Miikes education more realistic 
and related to career choices 

Aids in career planning and 
development to fullest potential 

Informs of "education for work" 
opportunities available - part- 
time work, vocational education, 
school-work programs, apprentice- 
ships 

Gives opportunity to relate 
aptitudes, abilities, interests 
and aspirations realistically 
to Job requirements 

Provides better preparation to 
become successful worker, and 
greater contributor to family 
and community , 

Stimulates self-understanding, 
creative thinking, decision 
making, goal setting and 
achieving 

Encourages vocational orientation 
and productivity of the disadvan- 
taged, potential dropouts, and 
handicapped 

Stimulates more use of vocational 
guidance and counseling services 

Expands the fields of study 
chosen by students 

Increases enrollment and number 
of offerings in business, 
vocational and technical courses • 

Promotes motivation for mere 
diligent application to education 
program - tending to increase 
grades and decrease drop-out rate 




HAVE A CAREER 

AND NOT JUST A LIVINQ — 
LEARN AbOUT VITAL ! 

set YOUR COUNSELOR. 
FOR, MORE VITAL 
INFORMATION ' 

9 
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TABLE IL COWm NCEDS 



Who? When? , 

Career education should be desi:jned to ^ive every youngster a genuine 
choice, as v;ell as the intellectual and occupational si. ills necessary to 
bach it yp. Any younj^ster leaving school at any level without a "saleable, 
skill" needs career education. 

Students lackins ^'saleable s!;ills" are a diverse population in our 
society. They vary in characteristics to as larj^e an e,:»*cnt as other students 
with such training,. Labels are only arbitrary classifications used to 
describe persons v;ich similar abilities or disabilities. A classification 
cannot serve as the basis for definin;^ the type of pro;;ra.': needed by a 
particular person. Each person should be individually assessed so that his 
proi^rani can be desi^^ned to meet specific needs. 

There are cojc.on needs and characteristics of the students lackin,^ 
^'saleable sl;ills" that should be reco^.nized as pro^,rar;s of service are olatmcJ 

1. liay fail to possess feelin:^s of personal adequacy, self worth, 

and perstjnal di^^nity; ■ ay have failed so often in school th»at h.c is pri vided 
with a teelin of hopelessness. Hay also be unable to accent ti e disabilit;, 
which Las been reinforced by society's ne;>itive stereotyping. 

2. Fiay be frequently a disabled learner lii.itcd in his ca^^aciLy to 
i.aster basic coi j.unication skills and cor.putational-quanti tati e sMlls. 

3. May have limited mobility within his co; i.iunity and thus have little 
knowledge of not only the mechanics of ^.ettin^, about, of how to use public 
transportation, but also will lack i;4)ortant inf:^r:aLioa rc;.ardin^ the 
coi4.nunitj^s ;eo ,raphy. As a rcsulL. he ray not /icv; hii.sclf as part o£ Lis 
community. 

4. Kay lack ;>ersonal-s ^cial characteristics \.hich inteicre with iiis 
ability to £uncLii?n satisfactorily in a coi-pctit ive v;ork seltin^. 

5. l ay lac!v oal orientation and particularly tl.at w» ick relates t-^ 
the selection of an occupational trainin;, area and the anticipation of 

I jlfilli.ient in that area, 

Kay *»a''C unrealistic n«^tic>ns as tc wl .ii cccu'»atiunal area \;oulJ 
h^ • :st appropriate. 

7. Kay lacl. e*:,:osurc to worV.cr r.odels. This is particularly true of 
the lar.^e number of youth whose families are plagued by chronic uncr.ployr ent . 

VITAL has been de/elopcti to fit into curriculu;.., instruction, and 
counsclin;, to help each stuJ^i^t prepare for econoi ic inJapcnucnce , pcrcunal 
fulf illnentt and an a.-^prcciation for the di-nity of \:or\'. 
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NEED FOR CAREER INFORMATION, 
GUIDANCE AND EDUCATION 



Career information, guidance and Education is urgently needed 
in Louisiana for: 

1. 87^ of the students who enter the first grade and do not 
complete college 

2. A wide rani^e of reliable local and regional career information 

3. Readily accessible and easily readable career information is 
needed particularly by each of. the secondary school students in 
eiRht educational regions . presently served by VITAL, includirtg 
a large number of those who are disadvantaged, handicapped, 

and potential dropouts, not going to complete college 

k' Motivation of each student to diligently pursue an educational' 
program which will prepare him with saleable skills required 
for entry, in the career field of his choice 

^. Use of modern technology to assist students in efficently 
selecting careers to investigate 

6. A system whereby students can assess their interests, 
abilities, aptitudes, attitudes and aspirations and relate 
them to occupational requirements 

7. Counselors and teachers to have readily available local 
occupational information for student use so their time can be 
better spent in career guidance and educati')n 

8. A center for coordinating career infornati'^n- gathering and 
disseminating to prevent duplication of efi'orts 

9. A systematic means of following up the career development of 
individuals on a continuing basis, and to use this information 
to improve career guidance and education 

10. A clearing house for local, regional, state, and national 
occupational and career information, benefiting from the data 
and experiences of some thirty states havinr "VITAL-like" 
programs in operation 

11. Bringing together 'more effectively the services of the 
multiplicity of organizations and establishments concerned 
with the career guidance, education, and employment of 
individuals 
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. . NEED FOR CAREER GUIDANCE 

Nc^w^today's youth have more occupational choices available than 
ever before* As these choices increase in number, the problems of making 
reasoned choices becomes nore and more complex. 

When the increasing number of available choices is coupled with a reali- 
zation of the increasing rate of change in our occupational society, it is 
obvious that, for most of today*s youth, more than one occupational choice will 
be necessary during their working Htbs. This complicates matters atill further. 
When, in addition, one considers that, increasingly, occupational entry requires 
a period of specific vocational skill training for most occupations, the 
occupational choice problems facing youth become even more complex. 

Without systematic assistance in the making of informed and reasoned 
career choices, more and more youth will be faced with finding their occupa- 
tional choices determined by chance factors rather than by their own decisions. 
Our most precious right is that of the freedom each of our citizens is given to 
lead his own life, make his own decisions, and, to the greatest extent possible, 
control his own destiny. We cannot allow this basic, human right to be eroded 
by the increasing complexity of our society. 

Career guidance for youth is a responsibility that, in today's complex 
society, must be shared by many - including the schools, the home, and the 
business-labor- industry community. Professional career guidance specialists 
simply cannot do the job by tiiemselves, no matter how hard they try or how much 
their number grows. Career guidance for youth must be a total community effort 
if it is to succeed. Given such an effort, each youth can be aided to make the 
kinds of career decisions that will provide maximum satisfaction to the Indi- 
dual and maximum benefit to society. * 
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In these times, career guidance for girls, as well as for boys, assumes 
Increasing importance* Career guidance for minorities and for the disadvantaged 
Is essential for removal of the barriers of racism and poverty that still 
prevent many of our youth from realizing their potentialities. Career guidance 
for those faced now with problems of mid-career change is an increasingly 
serious national problem. Career guidance for the gifted, for the slow 
learners, for those who go to college and for those who do not are all obvious 
categories of persons in need of career guidance. In short, career guidance 
should be available to all persons of all ages in all settings throughout our 
land* It can and will happen in your community only if responsible persons, 
agencies, and organizations throughout the entire community are willing to join 
in a united effort to help meet these career guidance needs. 
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OUTDE FOP CAREr^ ^ArSk*'C^ 
Prepared ty 

-tudcnt ""f-rvicos Bureau, State D^'>ar^^^ont of Fdn^ation 



The operational definition of career education in the Louisiana Si ate* Plan 
for Career Education begins: "Career Education is a fundamentally student- 
oriented process, geared toward the acquisition of skills by students which will 
strengthen their ability to live meaningful, enjoyable, and economically reward- 
ing lives." 

To implement a statewide program of career education, ten general objectives 
are set fouth: 

1. To provide educational experience, vhich will significantly 
contribute to the natural maturation- process, ultimately 
leading to the development of adults who are responsible 
and self-dependent ; 

2. To provide counseling services designed to facilitate each 
student's exploring the basic question, "ifno am I?"; 

3. To ■ incorporate into daily school life, via the total Curriculum, 
experiences from kindergarten through post-secondary Education 
which are oriented to career development; 

4. To provide specific skills designated as basic for any Jch 
cluster; 

5. To provide specific opportunities for students to define 
curricular experiences individu^^Uy c>vir''*'^ to their need<' 
and interests; 

6. To provide a continuous liaison between school and the 
outside world, particularly with reference to employment trends 
and the availability of work; 

7. To provide schools where students express a feolifig that 
they like beinj; there; 

8. To provide schools where yc ^ people ond their experiences 
_ are the uppermost consideration and .where the faculty and 

staff are freed from much of the busywork restricting their 
time; 

9. To provide schools which complement to the fullest what has 
been learned in prior years and where articulation between 
school and existing institutioTis, Fuch as governrent, re\ir,ion, 
and the family, is maximized; 

10. To provide schools which connlemert. to the fullest what "o:th 

sees and exner-ences in the world outride^-whe^e ar^iculat^or v:ith 
business and industry is maxinized. 
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THE NEED FOR CAREER GUIDANCF. 

Today there are many social factors which converge to stimulate an in^ 
terest in the career development needs of persons of all ages. Some of 
those are as follows: 

1. Growing complexity in tho occupational and organizational '^tr' cture of 
society which makes it difficult for a person to assimilate and 
organize the data necessary to formulate a career. 

2. Ever more rapid technological change demanding human adaptability 
and responsiveness. 

3. Increasing national concern with the need lo develop all human talent, 
including the talents of women and minorities 

4. An ardent search for values which will give meaning to life. 

'5. The need for specialized training to obtci'* «"ntry jobs. 

6. The apparent disenchantirent exnrcssed by str.denis who have dif^'iculty 
relating their educations to their li^^es. 

THE NATURE OF CAx^EER GUIDANCE . ^ 

A career guidance program assists the jndividu il t*.* ;""^^'r.ilaLe an 1 iute^ 
grate knowledge, experience and appreciations relalcc! *o the folluwing career 
development elements: 

1. Self-understaiKlin^, which include.; a ptT.^.>r*c \<] aicnshi:* : hi<; ovm 
characteristics r.nd perceptions, and hi^ rcK.iion hip to <.tl;^rs and the 
envi ronment . 

2. Undjers tending t\vj work society and those fattvrs that <\ffcc^ its 
— nfonstant change, -"'ncludinp worker attitudes a Ji^^n'nline. 

3. Awareness of the part leisure tine rray play in -i personls life. 

4. Understanding of the necebsity for and the mulMludc of factors to be 
considered in career planning. 

5. Understanding of the information and skills necessary to ;!rhi*'ve self- 
fulfillment in work and leisure. ^ 

An illumination of these content areas may include f.ireer guid<:n ex- 
periences to insure that each individual: 

- Gather.*^ the kinds of data necer,sary to make rational career drci.si,>r.<^». 



Understands the necessary considerations for makinp. choices aaci .kck^:^ 
responsibility for the decisions made. 

Explores the possible rewards and satisfactions associated with each 
career choice considered. 

Develops through work the attitude that he is a contributor to life and 
the community. 

Determines success and failure probabilities in any occupational area 
considered. 

Explores the possible work conditions associal€^d with occupational options. 

Shows an understanding of the varied attitudes toward work and workers 
held by himself and by others. 

Recognizes how workers can bring dignity to their work. 

Considers the possible and even predictable value changes in society 
which could affect a person's life. 

Understands the important role of interpersonal and basic emplo^ .t 
skills in occupational success. 

Classifies the different values and attitudes individuals may hold and the 
possible effects these may have on decisions and choices. 

Understands that career development is lifelong, based upon a sequen- 
tial series of educational and occupational choices. 

Determines the possible personal risk, cost, and other related conse- 
quences of each career decision and is wi31inp. to assume responsibility 
for each consequence. 

Systematically analyzes school and uonschool experiences as he plans 
and makes career-related decisions. 

Explores the worker characteristics and work skills necessary to achieve 
success in occupational areas under consideration. 

Identifies and uses a wide variety of resources in the school and com- 
munity to maximize career development potential. 

Knows and understands the entrance, transition and decision points in 
education and the problems of adjustment that might occur in relation 
to these points. 

Obtains necessary employabillty skills and uses available placement 
services to gain saf^ sfactory entry into employment in line with occupa- 
tional aspirations and b^. ginning competencies. 



RESPONSIBILITIES FOR FACILITATING CAREER GUIDANCE 

To assure program quality, consistency and sequence, some one person must 
be assigned responsibility for overall coordination of the career guidance 
program. The competencies needed by that person include the following; 

!♦ A thorough understanding of career development theo"^y and research 

2. Group process, human relations and consultative skills. 

3. A knowledge of curriculum and how curriculum Is developed. 

A. Understanding of the relationship between values, goals, choices and 
information in decision-making. 

5. A knowledge of the history of work and its changing meanings. 

6. An understanding of the changing nature of manpower, worjuanpowcr 
and economic outlooks. 

7. Familiarity with various strategies and resources for facilitating 
career development, including the utilization of school, the community 
and the home. 

It is the position of this paper that the guidance specialist possesses many 
of these qualifications and is in a position to coordinate the career guidance 

program* Other educational personnel having these qualifications also arc 
in a position to coordinate the program. 

The advent of career education has focused the interest of school people 
upon the career development needs of young people and has provided an 
opportunity for all educational personnel to extend their involvement. Career 
guidance, to be functional in meeting the career development needs of today's 
population, must be planned only after accounting for the needs of those to be 
served and the impinging environmental conditions that exist. This means, then, 
that the combined skills of the guidance team, vocational educators, academic 
teachers, administrators, parents, peers and others in the individual's 
environment need to be identified and appropriate learning experiences 
provided to make full use of the contributions they can provide* For 
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descriptive purposes these role definitions will be di<^cussed under the 
headings Guidance Specialists, Vocational Educator, Acadtnuc Teacher, Principal, 
Peers, and Employers and Cther Community Members* 
GUIDANCE SPECIALISTS 

The guidance team has appropriate understandings and competencies to 
serve as facilitator and change agent in (1) assisting in school curriculum 
development and instructional methods, (2) assisting the individual in his 
career development^ and' (3) communicating with parents and others, llie 
guidance team is composed of a number of specialists including, but not limited 
to, education personnel with the following.; titles: Elementary Career Development 
Specialist, Elementary Counselors, Junior Care*^r Exploratory Teacher, Orientation 
and Group Guidance Specialist, Occupational and Educational Information 
Specialist, .lob Placement Specialist, Post-Secondary Student Personnel VJorkers, 
Guidance Counselor, Cooperative VJot k Experieni.e Coordinator, Vocational Appraisal 
Specialist . 

TIk' responsibilities of the JviKiince team cin be cla'^.sified as follows: 

Program Leadership nuii Coordination 

1. Coordinate thi* ^ari^er guidance program. 

2. Provide staff w'th the understandings necessary to assist 
each student lo obtain a full, competency-based learning 
experi ence . 

3. Coordinate ^ h.^ av*c]uisi tion and use of appropriate occupational, 
educational and labor market information. 

k, Flelp staff hndcM.stand the process of human growth and development 
and assess needs of specific individuals. 

5. Help staff plan [or sequential student learning experiences in 
career development. 

6. Coordinate the development and use of a comprehensive, cumulative 
pupil data system that can be readily used by all students. 

?• Identify and coordinate the use of school and community resources 
needed to facJl irate career guidance. 

8. Coordinate the evjiuation of students' learning experiences and use 
the renuiting data in counseling with students, in consulting with 
the instructional rtaff and parents, and in modifying the curriculum. 

9. Coordinate a job plareraent program for the school and provide for 
job adjustment counseling. 
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10« Provide individual and group counseling and guidance so that 
students will be stimulated to continually and systematically 
interrelate and expand thoir experiences, knowledges, understandings, 
skills, and appreciation as they grow and develop throughout life. 

B. 1. Help each student to realize that each person has a unique set of 

characteristics and that, to plan realistically, each must appraise 
himself fairly. 

2. Enable each student to make use of available assessment tools and 
techniques in examining his personal cliaracteristics. 

3. Assist students in identifying realistic role models. 

4. Assist students in developing the employability skil3s; necessary 
for entry into emplo>Tnent where opportunities exist. 

VOCATIONAL EDUCATORS 

Vocational educators carry many of the same responsibilities as guidance 
specialists in facilitating the career development of students who are en- 
rolled in vocr.tion-J education courses. Their unique contributions to a 
comprehensive career education program may include the following: 

1. Provide realistic educational and occupational information to students 
and staff based on knowledge of occupational fields and continuous 
contact with workers and work settings. 

2. Identify and recruit resource persons in the employment community to 
assist in the school program. 

3. Provide exploratory experiences in vocational classrooms, labs, and 
shops for students not enrolled in occupational preparation programs 
and assist those teachers who wish to incorporato "hands on*' types of 
activities \n their courses. 

4. Identify- bas\c ana academic skills and knowledge neeueu to succeed in 
. the occupatiohs of their field and communicate this information to 

academic teachers and guidance specialists. 

5* Assist academic teachers and guidance specialists in designing appro- 
priate occupational exploration experiences. 

6. Provide students with information about vocational offerings which 
guidance specialists can help relate to kinds of careers for 
which students can prepare.. 

?• Assist students enrolled in vocational programs to analyse and inter- 
pret their learning experiences for better understanding of self in 
relation to occupations and the world of work. 

8. Plan and provide vocational instruction which prepares students to 
enter, adjust, progress and change jobs in an occupational field. 

9. Assist students in identifying a wide range of occupations for which 
vocational instruction is applicable. 

10. Encourage employers to assist in expanding student awareness of 
career opportunities. 

11. Arrange observation activities or part-time employment for students 
and school staff to help them learn more about occupations and work 
settings. 

12. Participate in the planning and implementation of a comprehensive 
career education program. 
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ACADE3^IIC TEACHERS 



The academic teacher also has a vital set of responsibilities in career 
guidance which requires the ability to accomplish the following: ^ 

1. Provide for easy transition of students from home to schoo] , from one 
school environment to another, and from school to further education 
or employment. 

2. ProviJe students with curriculum and related learning experiences to 
insure the development of basic concepts of work and the importance 
of those who perform work. 

3. Provide group guidance experiences, with appropriate aid from guid- 
ance speci.ilists and vocational educators, to regularly demonstrate 
the re la L i on sin p between learning and job requirements. 

A. Help parents understand an? cncourrtf^e the career development process 
as it relates to their children. 

5. Provide opportunities vriihin the curriculum for students to have 
dec ision-Hetk inr experif nco.- related to educational and vocational 
planning;. 

6. Assist i>tudo'U:. in ^\^it li^^'a:: ini^ acrunailated career development expe- 
rience. a to pre] .ire tht"-^ for educational transitions. 

7. Provide oci.e«^'r exploratorv experiences to help students gain an under- 
standing of wi^rVer characteristics and work requirements. 

8. Provide exprriencos to help :^tudents increase their understanding of 
their own npabil it ios, interests and po^^sable limitations. 

9. Provide for career preparation experiences that will enable the indi- 
vidual to acquir*-'^ skills n*^(^e-varv to enter and remain in the world of 
work ,it a love] npprrrr i at to his capabilitie; and expectations. 

10. Provide, an ex'^en-ioa ot t no in-^(■hool lea^nMig expe rience, oppor- 
tunitM-"' *or th«* in^iviiiil :o *'::r^cy ioncr- vorl' t irst-hand in a non- 
threat^ nm;". » riv.ronr* nl . 
PRINCIPALS 

The prinripil . rri-s 'ilt \ \k iMlit\ in his building for the guid- 

ance program. More ,pec" i f i e a M / , hi^ r***^;^r^nsibil it i es arc as follows: 

1.' Provide a< tivt enoi ■ ^ support of the program. 

2-. Espouse the iut.a ot ^ .ir» er ^uiid.ir.i o as a responsibility of each staff 
member. 

3. Commit hin • 1 to t ; • r ! ' ♦ nt at i >r and flexibility in program and 
curriculur. 

A. Arrange for in- ervice education of staff in career guidance and human 
relat Ions. 

5* Organize and encourage the development of a career guidance committee 
composed of stafi members, studentr>, parents and community leaders, 

6. Provide necessary peri'onnel, spare, facilities and materials. 

7. Encourage constant e/ilnrt-ion and inprovement of the program. 
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COMMUNITY MEbfflERS 



Although school staff members aro exir4?mely icportant in assisting youths 

In their career development, there are other persons who also provide valuable 

assistance. They include parents, peers, and other community members. 

1. Parents — Without question parents can and should be the most in- 
fluential role models and counselors to their children. Having some 
measure of direct control over the environment in which their children 
have been reared, they have the unique opportunity to expose them to 
experiences appropriate for self-fulfillment. As their children enter 
public education, parents share, but do not eive up, the responsibility 
for their development. Parents who take full adva.itage of the information 
given them by school staff members concerning, the interest aptitudes, 
failures and achievements of their children, can use this background 
of infomation to provide the following career guidance and counseling: 

a. Assistance in analyzing their children's interests, capabilities 
and limita t ion s . 

b. Explanations of the traits required, and working conditions and 
life styles of workers in work areas with which they are most 
familiar. 

c. Discussion of work values developed as a result of past experiences 
and of, the consequences they have experienced. 

d. Discussions of the economic condition of the family, as it applies 
to the children's education and training needs and assistance 

in planning a course of action. 

e. Help in using the knowledge, experience, and servides of rela- 
tives, friends, fellow workers and other resources in exploring 

the world of work and in planning and preparing for their children's 
role in the work society. 

f. Provision of a model and counseling to their children during 
critical developmental periods of their lives in an attempt to have 
children establish and maintain positive attitudes toward themselves 
and others. 

g. Exemplification of the atcitude that all persons have dignity and 
worth no matter what their position in the world of work. 



n. Provision of situations that allow children to experience de- 
cision-making and to accept responsibility for the consequences 
of their decisions. 

i. Maintenance of open communication between school and home so 
that the experiences of both settings can be used in meeting 
student needs. 

j. Provision of opportunities for children to work and accept 
responsibility ifi the home and community. 

2. Peers — As youths establish and experience interpersonal relatiotiships 
with their peers, they need to understand how to analyze and use these 
experiences in their career development. A person's friends and 
associates hc^ve ^n intense effect upon his values, attitude formation 
and career expectations. Opportunities should be provided to allow 
young persons to share their ideas with each other. 
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The guidance team is in a particularly strategic position to capitalize 

upon the influence that young persons may have upon each other. Research is 

beginning to demonstrate that peer influence can be harnessed and directed 

to contribute to the favorable development of youth. The strategy involves 

teaching selected youngsters certain skills of counseling and human relations 

and then using these young persons in a para-professional capacity. The use 

of this or similar strategies will enable youth and young adults to accurately 

perceive the challenges and responsibilities of being an active member of the 

school's guidance team. 

Employers and Other Community Members — As contemporary schools open 
their doors to allow for expanded community involvement, it is 
appropriate to discuss the possible roles members of the community may 
play. Employers, employees, clergy, retired workers, community agency 
personnel and others should be viewed as potential guidance team 
members. Educators and parents must be ready and willing to team up 
with other community members, especially when they find a child needs 
specialized information or assistance related to career development. 
Employers should provide work stations and observation experiences 
and be available as career speakers for school programs. Industry and 
business should demand a significant role in the education of youth, rather 
than the token role they^ve had in the past. Since employers can 
provide actual work settings, staff who understand the traits of workers, 
and skill compe'tencies needed for entry jobs and job retention, it would 
be tragic if education failed to utilize this resource . 

Career guidance specialists, wori ? in cooperation with vocational ed- 
ucators, can do much to encourage full use of all community resources avail- 



able for career development of young people. 



ERLC 



183 



Ibrouth the conblned efforts in Career Guidance of the counselor, students,: 
tMcters, •dslnlstrstors, parents, and community, the student should be able to: 

• !• Identify end evaluate the values that govern his life. 

2* Understand how his values affect his relationships with others. 

\ 3« Understand how his values may affect his career, 

\ 

4, Identify his personality traits and distinguish those that are 
desirable from traits that should be changed, 

5, Analyze feeling toward social situations, 

6, Role play interpersonal conflict. 

7, Assess intrapersonal and interpersonal skills, 

8, Identify decisions in daily life— personal, social, and academic, 

9, Recognize alternatives in decislon-r icing situations, 

10, Recognize and accept the consequences of his actions, 

11, Observe and analyze systems others use in decision making. 

12, Develop a personal system for decision- making, 

13, Recognize how he has achieved some important goal in his life. 

14, Examine daily activities and evaluate their contribution to 
attainment of set goals. 

15, Assume greater responsibility for plr.nulng his high school 
curriculum, 

16, Recognize various occupations compatible with his interests and 
abilities, 

17, Be aware of post secondary school catalogues, applications, 
financial aid information, etc, , available from the school counselor, 

18, Validate career decisions made in previous stages, 

19, Demonstrate Job interview skills, 

20, Complete sample Job and po stsecondary school applications. 

21, Demonstrate minimum skills for job entry. 

22, Evaluate appropriateness of additional educational opportunities. 



\ 
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VITAL CAREER INFORMATION CENTER 

»^ 0 Bt) u-r.i,i mcl station 

PROJECT OBJECTIVE 

To develop a rc^^i -^nally basod rhvor^r inforraation center 
which will furnish its services statewide 

OBJECTIVES OP CEIITER 

1. To provide current, reliable, l-).^ali2ed career information 
for use in career juidanc^ a:.d oduration 

2. Disseminate career information on larre scale using modern 
technology including microfilm and data processing 

3- Furnish materials for impr-^vinr career f;uidance services 

Develop student follow-up system 
5- Improve effectiveness of counsel'^r as a facilitator of 

career guidance and education 
6. Develop lines of communication with counselors, faculty, 

community so they will be more involved in career guidance 

and education 

?♦ Develop data on new advances and techniques in career 
education and teohnical-v -^cational fields from which 
new programs and curricula may be developed 

3. Establish statewide prnr;ram ^f oc'^upational and career 
information 

ACTIVITIES OP CENTER 

1. Collect and assemble pertinent information on career 
opportunities using research and surveying procedures 

2. Develop job descriptions of occupations, initially, for 
non-college bound student, disadvantared, handicapped, 
potential dropouts 

3- Prepare and process Viewscript, microfilm aperture data process 

cards containing specific occupational information 
li. Disseminate microfilm aoerture cards to schools 

5. Research descriptive information about careers and 
occupations 

6. Participate in developing Student P')llow-up Studies and 
surveys 

7. Conduct in-service traininr; f')r ^ '-unselor-coordinators 

8. Establish state, rerional and local VITAL Advisory 
Committees 

9. Aid Advisory Committees in securinc career information, 
guidance and educational materials and resource persons 
for directories 

10. Develop instruments for securing student self-evaluation 
to use as data base to sort out Viewscripts for career 
exploration 

11- Cooperate wi^th other sections of the State Department* and 
other agenci&s in coordination of manpower studies and 
career inf orir|ation gathering techniques 

12. Develop instruments for students, coujiselors and teachers 
to evaluate occupational information, career resource 
persons, materials and activities locally, regionally 
arid statev/ide 

13. Encourage membership in LASCA, LVGA, LPGA, NVGA, APGA, other groups 

14. Develop audio-visual aids on occunational information to 
supplement Viewscripts 

15- Develop instruments to evaluate ocoupational literature 

and audio-visual aids 
16. Expand Center »s staff, supplies, nmd .fac ili ties to "extend 

services statewide ^ 
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Growth Patterns la Empl , )rit 1x7 Coimty . i lijO -l^^O and 19^0- 1960 . 
Vol. Zj^zheRst. Dept. ^"^C ommerce, Office of Business 



J II -I- f .r the Ut;illrali. -r ' Armc d S-'^rvices Vocational Aptitude 
Batter:/- Scorer. . V >: a ^ -ra] A'rTt':du Guide. Armed Services, 
V^catiirial Antxtud< Hattoiy. j 

Guide t ^ Fvde ^gl Carre r Li t er-.^ . Civil Service Commission. 

V/asiiin-^t -)r : Govcrnr/;-.:: TTTrTTr.- Office, 1971. 

'^de t L ;c -1 0- 'uogt i'}r;al i: r ) t^.ation . Dept. of Labor, Manpower 
A^r:^u^?t rat i " Va3hi;./t >t : x )Vernment Printing Office. 

G; <^j]le ^_h_^ f ; jjre ?r--:jar i...^, v , : ^ Jngci r Occupational Mater - 
Tult . \\\zhi':rt?^ : i ' ' r V . a t i ^nal Gu i danc e 
Asr. lar I , i . 

C'l 'deli!.-; r ^ ^ j^* 'iP'/ j l Kvgluation of Career Information 



i'^' ' ' ' - , ™ 'r^_ : - J . _^ L'-'JiJ^IilLL-Il ^ ''"'^upational Films . 

' * . : , ^ !" ',ia] CuidaJ^cn Association* 

-LJJ."__ ' Ar .J [ . ' * . Labc>r, Manpov/o 

A:*''v ' . ;/ . ' ^ , } verrment Printin^; Office, 1972. 

.L.\. ^. ^ " l; 1* • vf 'Labor, Manpower 

A ^ * ' - - .-r— nf;it Printing; Office, 1970. 

J.'lldL-i_:. . , ' • I ' • Labor, Bureau of 

i ^ . ^ ^' t Government Printing Office* 

rlans^^r-, ' . ''are^-r Guldan'^e ^r'ant ices in School and Community . 

Wa.. /i^ 'I : !^I^i'^e] 7^ ^ - ' - -n?. ■ Gui^innce Association. 



l:'l2ilLil in Manap.emont . 
'I'. Division of Research, 

i ^lif•^ana State University, 
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Harvey Bertcher, and others. Role Modelings Role Playing ; A 
Manual for V -)cational Development and anployment Agencies , 

Health and Medical Careers Handbook > Philadelphia School District 
Vocational Guidance Service, United Health Services, Inc. 

Health Careers Guidebook . Dept. of Labor, Manpower Administration. 
Washington: Government Printing Office. 

Health Films. Louisiana Division of Public Health Education. 



High School Senior Girls and the World of Work: Occupational 
Knowledge , Attitudes , and Plans . Research and Development 
Series No. 1,2, The Center for Vocati'^nal and Technical 
Education, The Ohio State University, 1971. 

Holland, John L. A Guide to Educa ti on and Vocational Planning , 
The Self - Directed Search . Pnlo Alto, California: Consulting 
Psycholop;ist s Press. 

Holton, Wilfred E., and Perry H. Howard. Poverty Among the 
Louisiana Parishes , a Composite Picture for the 19o0^ s . 
Bulletin xlo . '202, Institute of Urban and Population Research, 
Louis Gcace University, June 1-^72. 

Hopke, William E., editor. Dictionary of Personnel and Guidance 
Terms. Chioa.:^, Illinois: J, G. Perruc )n Publishing Company, 

'Hotline ♦ Dept. Health, Education, and V/elfare, Social and 
Rehabilitatl ^.r Gervijo, Y--uth Devol'^pnont and Delinquency 
Prevenri-n Ac^ninistra tinn, Publlcati-n 11-. DHEV/ (SRS) 72-26006. 
Washinrt''^>n : G-^vem^nont Print in ^ t^i f i^^^e . 

Hoyt, Kerinetn P. '-^o^^.^ot^ j-^-i tl -^n :xrA C^ir^eer Choice," 
Americar V'^oat i ^nal J :>urnal , .March 1^72. 

. V/j. I \ 'rvii Career Guidance V/oek Kit . V/ashinrton: 

Natl-^::al V ^-'at: r\al luiianco Ass )'"iati ^n, 1^-^73. 

Index b ^ Publ 1 -\ M - n th-^ Mn v..?er Ad^.:nl strat ion . Dept. of 
Labor, Mann^f''^:^ Ai^.i^'^ Lrrra t i-^^n . V/nnhinrton : Government 
Printin.:^ Offi-c. 

Industrial Arts Curriculum Guide Middle Schools 6- ? . Baton Rouge : 
Louisiana State Department of Education, 1973* 

Industry VJa^.e Survey , Auto Deajj^r Repair Shone . Dept. ^f Labor, 
Bureau of Lab'^r Stat;ir>Mo.G. Wachinrt~)n: Government Printlnr 
Office, Aunist 1)6-). 
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Industry Wage Survey , Banking . Dept. of Labor, Bureau of Labor 
Statistics. Washington: Governme>it Printing Office, 
November 1969 • 

Inform . National Career Information Center. Washington. American 
Personnel and Guidance Association, monthly. 

Information Utilization by Vocational E ducators . Research and 

Development Series No. 90, Center for Vocational and Technical 
Education, The Ohio State University, March 1973. 

In - Service and Pre - Service Training Outline ^ Elementary , Middle , 
and Secondary Schools . Indiana Career Resource Center. 

Instructional Materials Laboratory Catalog . Instructional 

Materials Laboratory, Dept. of Practical Arts and Vocational- 
Technical Education, University o'f Missouri, Columbia. 
1970-71- 

Interim Report on Parish In - Service Activit ies. Baton Rouge: 
Louisiana State Department of Educ-i'l .i., 1973. 

Introduction t£ the Vocational Rehabilitation Process , An . 
Dept. of Health, Education, and V/elfare, Rehabilitation 
Services Administration, Washington: Government Printing 
Office, 1967. 

Introductory Materials for Group Guidance in the Elementary 

Schools . Chicago : Board of Educati City of Chicago, 1971. 

Job Bank , The , Using _a Computer to Bri-.^ People and Jobs 
Together . Dept. of Labor, Manpower Administration. 
V/ashington: Government Printlr.j :.":;c. 

Job Guide for Young Workers . Dep^. of Labor, Manpower 

Administration. V/ashington:' G^ver^n^^.ont Prin'tine; Office, 
1969-70. . 

Jobs for America . Dept. of Commerce, Eooriomic Development 
Administration, Annual Report Fiscal ^ ^70. Washington: 
Government Printing Office, 1970. 

Jones, Lamar B. , and G. Randolph Rice. An Economic Base Study of 
Coastal Louisiana . Baton Rouge: Center for V/etland Resources, 
Louisiana State University, 197[{.. 

Knapp, D. L., and J. H. Bedford. The Parentis Role in Career 
Development . Washington: ' National Vocational Guidance 
Assoc iat ion . 

Labor Area Trends . Baton Rom^o : Louisiana Dept. of Employtnent 
Security, 1972-73 • ' ^ j 



ERLC 



19i; 



2- 



Lahaye, Harold, and Erin R. Gunter. Wood Usin^: Industries of 

Louisiana ♦ 8th edition. Bulletin No. 6, Louisiana Forestry 
Commission . 

Laramore, Darryl . "Career Education Concept Filters Down," 
American Vocational Journal , September 1972. 

Lee, Jasper S. Occupational Orientation , An Introduction to 
the World of Work. Mississippi State University. 

Looking at Private Trade and Correspondence Schools ; A Guide to 
Students . Washington: American Personnel and Guidance 
Assoc iation . 

Louisiana Directory of Manufacturers ; Louisiana Dept. of 
Commerce and Industry, 1970. 

Louisiana Labor Market . Baton Rouge: Louisiana Dept. of 
Employment Security, monthly. 

Louisiana Manpower Keeds . lAPES Employer Institute (l^th). 



"Management by Objectives," U. S^. Civil Service Journal , Vol. ll\ , 
No. 2, 1973. 

Manpower . Dept. of Labor, Manpower Administration. Washington: 
Government Printing Office, monthly. 

Manpower Development and Training , Preparing Peoplo for Good Jobs . 
Dept. of Labor, Manpower Administration. Washington: 
Government Printing Office, 1969. 

Manpower Planning and Utilization . Civil Service Commission, 

Personnel Bibliography Series No. 37. V/ashington: Government 
Printing Office, 1971. 

Manpower Report of the President . Dept. of Labor. V/ashington: 
Government Printing Office, 1972. 

Manpower Report of tjie President , Includinr a Report on Manpower 
Requirements , Resources , Utilization , and Training . Dept. 
of Labor. Washington : Government Printin^^ OiTice. 

Manpowor Research Inventory for Fiscal Year 196^) . Dept. of 
Health, Education, andV/elfare. V/ashington: Government 
Printing Office, 1970. 

Manpower Research and Development Projects . Dept. of Labor, 
Manpower Administration. V/ashinp:ton : Government Printing 
Office, 1971. 

Manual for the USTES: General Aptitude Test Battery , B- 10Q2 , 
Section I^: Administration and Scoring . Dept. of Labor, 
Manpower Administration. V/ashingt'^n : Governnont Printing 
Office, 1970. 

Manual for the USTES , General Aptitude Test Battery , Section II : 

Norms, Occupational Aptitude Pattern Structure . Dept. of 
J Labor, Manpower Administration. V/ashington: Government 
\C Printing Office, 1970. 
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Manual for the USTES, General Aptitude Test Battery , Section III ; 
Development . Dept. of Labor, Manpower Administration . 
Washington : Government Printing Office. 

Manual for the USTES, General Aptitude Test Battery , Section IV ; 

Norms Sp"ec"ific Occupations . Dept. of Labor, Manpower Administra- 
tion. Washington: Government Printing Office. 

McKinlay, Bruce. Model Training Outline ; Use r ' Labor Market 

Information in Career Covmseling . Second r^/lew draft, 1972. 

McKinnerney, Beryl, and Donald L. Clark. Marine Occupations in 
the Texas Coastal Zone . Texas A & M University, Sea Grant 
College, College of Education, 1973. 

Mental Health and Manpower Employment Adjustment for Psychiatric 
Patients . Dept. of Labor, Manpower Administration, MDTA 
Experimental and Demonstration Findings No. 2. Washington; 
Government Printing Office, 1968. 

Menuet, H. C. 1971 Roster of Contractors . Louisiana State 
Licensing Board for Contractors, 1971. 

"Metropolitan Area Statistics," Statistica l Abstract of the 
United States . Dept. of Commerce, Bureau of the Census. 
Washington: Government Printing Office, 1971. 

Minnesota 1971 Sa lary Survey, Hospitals and Nursinp; Homes . 
Minnesota Dept. of Manpower Services. 

Minority Business Opportvmities . A Manual on Opportimities for 
Small and Minority Group Businessmen and Professionals in 
HUD Programs . Dept. of Housing and Urban Development, 
Office of the Assistant Secretary for Equal Opporttinity . 

Mobile Training Unit Programs. Indiana Career Resource Center. 

Morgan, Robert L., and other??, editors. Synopses of Selected 

Career Education Programs , A National Overview of Career Educa - 
tion. VoLl. Raleigh, North Carolina: National Center for 
Occupational Education, North Carolina State University. 

Morton, J. B., and others. OTIS ( Occupational Training Informati on 

System, Cycle Five Report 1973 . Oklahoma State DeptTTf 

Vocational and Technical Education, Division of Research, 
Planning, and Evaluation, Information Services Unit. 

Moyer, P., and E. W-. Schloch, editors. A Directory of Preparation 

Programs in College Student Personnel . 19?0 -71. "Xm erican 

College Personn(»" ' -sociatioiTI 

National Assessment Re^oi^ 2> 1969 -70 Assessment Parental Education, by 

£2ioij> Size, and Type of Couimunlty . National Assessment"^ 

Educational Progress, 1^72. 

Ne^ro Women in the Population and in the Labor Force . Dept . of 
Labor, Wage and Labor Standards Administration. Washington; 
Government Printing Office, 1967. 
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Neighborhood Youth Corps , The : A Review of Research . Dept. of 
Labor, Manpower Administration, Manpower Research Monograph 
No. 13. Washington: Government Printing Office, 1970. 

Nicolosi, Louis J., and Rex C. Pearce. Louisiana Social Studies 
Fairs . Baton Rouge: State Department of Public Education, 
State Department of Education of Louisiana, Bulletin No. 
1133, 1968. 

Norwich, Anthony L. "Career Development Activities Permeate 

Wisconsin Ctirriculum, " American Vocational Journal , April 1971- 

Occupational Awareness in the Urban Middle School . A 

Vocational Guidance Institute, September 1969 to 'May 1970. 

Oc cupational Outlook Handbook . 1970-71 edition. Dept. of Labor, 
Manpower Administration, Bullebin No. 16^0. Washington: 
Government Printing Office, 1971* 

Occupational Outlook Handbook . 1972-73 edition. Dept. of Labor, 
Manpower Administration. V/ashington: Government Printing 
Office, 1972. 

Occupational Outlook Quarterly . Dept. of Labor, Btireau of Labor 

Statistics. V/ashington: Government Printing Office, quarterly. 

Occupations of Federal Blue - Collar Workers - Civil Service 
Commission,. Bureau of Manpower Information Systems. ' 
Washington: Government Printing Office, 1968. 

Ognibene, Gerald L., editor. Sources of Occupational Information . 
Columbus, Ohio: Division of Guidance and Testing, State 
Department of Education, 1970. 

O'Hayre, John. Gobbledygook Has Gotta Go. Dept. of Interior. 
V/ashington: Government Printing Office. 

Orientation , Coionselinfr , and Assessment in Manpower Programs. 
Dept. of Labor, Manpov/er Administration, MDTA Experimental 
and Demonstration Findings No. 5* Washington: Government 
Printing Office, 1%1 . 

Our American Way of Life . Dept. of Justice, Immigration and 
Na Duralization Service. Washington: Government Printing 
Office. (Becoming a Citizen Series, Book 1). 

Our United States . Dept. of Justice, Immigration and 

Naturalization Service . Washington : Government Printing 
Office. (Becoming a Citizen Series, Book 2). 

PAR Analysis , 1972 PAR Conference : > Mandate for Change . Public 

Arrairs RorjcaroTTCouncil IIo. iGl . 
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'^Pcacomakt rs • InmLor, T^^et, DrummorV, " Ir.s.truc tor , February 1)72. 

Ferryman, Bruce C. Written Statements of Operational Definitions - 
Career Educati-m , Filmed on ERIC ED 072 272 by Department 
2Z Health , Sducation and Welfare , Office of Education . 

Personnel Literature . Civil Service Commission* Washington: 
Government Printing Office, monthly. 

Personnel Tostinp and Equal Employment Opportunity . Equal 

Employment Opportunity Commission. V/ashington: Government 
Prirting Office. 

Physical Scion-e , Science Curriculum Guide, 7-9 . Baton Rouge: 
Louisiana State Dept. of Education, 1)73. 

Physics , Science Curriculum Guide , 10-12 . Baton Rouge: Louisiana 
State Dept. of Education, 1973. 

Flanninr , OrganJ^^in^ and Evaluating Training Programs. Civil 
Service Commission, Personnel Bibliography Series No. [{.1. 
V/ashington: Government Printing Office, 1971. 

''Planning. Your Career." Encyclopedia of Careers and Vocational 
Guidance , 1967, I. Ga^-den City, New York: Doubleday & 
Company, Inc. 

Position - Classification Standard for Electrical Engineering 

Series GS-c350 ^ Electronics Engineering Series GS^b55 . Civil 
Service Commission. Washington: Government Printing Office, 
February 1/71. 

Po s i t i .-^n -- C] a s s i ri ; a I i on Standard for Employee Development Series 
GS--23^ Civil Cervioe Commission. V/ashington: Government 
Printirr Office, April 1^71. 

Posit:! on - Cla£Si:^icatl<;n Standard for Engineering Drafting Series 
GS- 'Iv . Civil Service Comiaission. Washington: Government 

Printin:- April 1^71. 

PoGiti •^n - ClasciricaLic;:) Standard for Hydrologic Technician 
Serlo~GS-13l6 -i cTvil Corvlce Commission. Washington: 
Gwornnurt rri:it*n- 0^!'i-o, April 1^71. 

Position - Classification Standard for Packaging Series GS-2032 . 
Civil Service Commission. Washington: Government 
Printing Office, February 1971. 

Posit ion - Classification Standard for Surveying Technician Snrios 
GS^Hiy. Civil Service Commission. V/ashington: Government 

Frijitin;: uni'^e, ^'ctobor 1?70. 
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Post - Institutional Sorvlccs f Dcllnauunt Y mth . Dept. of 

Healthy Educati^m, and V/el fare, Chll^lrcn's Bureau, No. 1^55. 
Washinrrton: "rovernnent Frintinr: Offi:^e, 1^6?. 

Productive Employnent of the Disadvantaged : Guidelines for 

Action. Dept. of Labor, Manp )vjer Administration, Research 

and Development F'indiniTs Ko. 1^. V/ashinr ton : Government 
Printing Office, 1973-^ 

Profile of Youth- 1966 . Parts 1 and 2. A report prepared at the 
request of Senat :>r Claiborne Pell of Rhode Island for the 
Subcoiutnittee on Employment, Manpower, and Poverty of the 
Committee on Labor and Public V/elfare, United States Senate, 
Legislative Reference Service Library Cvonrress. V/ashinrton: 
Government Printinr Office, 1966. 

Program in Manoovjer Studio s ani Jobs - K -^g-j . Placement and After : 
A Manual for ' Coaches and Other Enployment V/orkers . Dept. of 
Labor, Mano'^v/er Administr'^. ^i on . V/ashinnt on : Government 
Printinr Office. 

Progress Report Caroer Sdu^-gt i In - Sorv i^e Training . Unde.-^ 
Act IL of 1^73. Bat^n Rou-e: Lmiciana State Department 
Education, Career Enn^ati^r, 1~^73. 

Public Lavj f_?-3£2. Title VII . Equal Emnl ^jnnnz Onp:'rtuniiy 
Commission . 

Puttlnr. the Hard - C^rc Unomp] -ycg Int' ' .J ? b c . ?'^rt ] . Dept. of Justice 
Community Reiati nc S^rvjce, ;.at 1 ^i.ai Jii:i.:ens' C'.nmittoe 
for Community Relai:] ^riS, A rop-^.rt rhe Business-Civic 
Leadership Conferon-r Btrol -yriM/ :r>bl'.^is Junu ^-7, 1 )G7 , 
Conference Sun"iary, C:lI:^a•'"" Illin ic, 1 ^^7. 

Report of the Ilatj jnal Git I ^ eris Advl:: ry C -mniT>tce oti Vocati )r.al 
Rehabilitat 1 : . [.u'i i.al Jit:''-.:..: Aovis ry C-^mmittec on 
Vocational Rehab Lli tail )n, 1^^- '-. 

Report of bTiitc )U s o C "-i.forei.ce Yn^th . vrnlto H^iuce 

Conference on Youth. Washiri^i.^n : Government Printing Office. 

t 

Rural Indi an Americans 1:. Poverty . D»";pt. f Arrlculture, 

Arrlculture Ec^n-^mic R^,p >rt i; . . 1^7. V/ashin'-ton : Government 
Printing Office. 

Samler, Joseph\ "The Vocational Counselor and Social Action," 
Vocational (guidance Quarterly , special supplement. 

Schrader, Robert. Career Orientation Gra }es 2^ ^^^^^ 2- 
Wyominp; Occupational Resource Kit. 

Schweitzer, James P. Direct ^ry of Marine Gr>i once Education. 

Baton Roup;e: Center f ^r V/otlnnd Ros-^urces, Louisiana State 
University, 1 . 
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Science Curriculum Guide K-^. Brit, ni Fi>u^-o: L raisiana State 
Department of Educatini, 1^?;^. 

Science Curriculum Guide k-G. Baton Rouge: Louisiana State 
Department of Education, 1)73. 

Science Curriculum Guide #5 . Baton Rou^e : Louisiana State 
Department of Education, 1973. 

Science Curriculum Guide #6 . Baton Rouge: Louisiana 3tate 
Department of Education, 1973. 

Science Curriculum Guide , Life Science , 7-9. Baton Rouge: 
Louisiana State Department -^-f Education, 1973. 

Secondary Student Status Survey . Office of Research, Statistics, 
and Data Processing, Dept. of Education, State of Hawaii, 
Research Report No. 30. 

Selected Resources for Career Education . Baton Rouge: Louisiana 
State Department of Education, Bullerin No. 1230, 1973- 

Sibley, J. Ashley, Jr., coordinator. The Cultural Heritage of East 
Baton Rour^e Parish . Bat >>: R^u-^c: East Baton Rouge Parish 
School Board, 1961. 

. • A Desip;n for an Occupations Unit for Elementary 

School Guidance . Baton Rouro : East Baton Rouge Parish 
School Board, 1963. 

. • The Junior Archoolo^rical Society - - Organization and 

Ope rati -)n . Baton Roupo : Claitor'3 Publishing Division, 1968. 

• Louisiana' s Ancients of Man : A Study of the Changing 

Characteri::tics of Louisiana Indian Cultures . Baton Rou.ce: 
Claltor^s Publishing Division, 1 ^67. 

• Manual for the Placement of the Disabled. Baton 

R^ur;e: Louisiana Dept. ^>f Civil Service, 1 )^'6 . 

• An Occupati onal Information Uni t in the Repjular 

Curriculum of Junior Hi^h School Students . Baton Rouf^e: 
East Baton Rouro Parish Srh'^-1 Board, 1^70. 

• M Occupational Unit for Upper Elementary School . 

Baton Rouge: East Baton Rouge Parish School Board, 1965. 

y coordinator. Planning; an Expanded Program for the 

Louisiana Arts and Science Center; Baton Rouge: East Baton 
Rouf^e Parish School Board and Gulf South Research Institute, 1966. 

• Report on the National Conference on Manpower 

Prop;rams for Indians , February 15-17, 19^7 . President Hotel , 
Kansas City , Missouri . Baton Roure : Gulf South Research 
Institute, liET- 
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Sibley, J. Ashley, Jr. Report on National VIEV/ ConferGnce, 
August 19- 22, 1973 ^ Lexington, Kentucky . Baton Rouge: 
Louisiana State DepartPient of Education, 1973* 

, coordinator, A Report on Sources of Information 

Concerning Behavioral Objectives . Baton Rouge: East Baton 
Rouge Parish School Board, 1970* 

. R eport on a Study of Louisiana^ s Human Resources . 

Baton Rouge: Gulf South Research Institute, 1966* 

. ♦ Report on Visit to the Oklahoma Employment Security 

Commission , Research Divi sion , and the Oklahoma State Department 
of Vocational and Technical Education , March llj , 1973 * 
Baton Rnuge : Louisiana State Department of Education. 1973* 

. Social Science Fair Guidebook * Baton Rouge: 

Louisiana State Department of Education, 1971.!-* 

• A Study of the Geolop^y of Baton Rouge and Surroimdin/^ 

Southeast Louisiana Area * Baton Rouge: Claitor's Publishing 
Division, 1972. 

. Summary of 1Q72 Convention Prop;ram of the American 

Personnel Guidance Association , March 26 through March 29, Chicago. 
Baton Rouge: Louisiana State Department of Education, 1972. 

. Summary of 1973 Convention Program of the American 

Personnel Guidance Association , April 15 through 19 , 1973 5 
iTi Sjt . Louis , Missouri . Baton Rouge: Louisiana State 
Department of Education, 1973* 

. VITAL Career Inl ormation Center Project Annual 

Report , July 1, 1971 - June 30, 1972 . Baton Rouge: Louisiana 
S^ate Department of Education, Gi^.iHance Section, 1972. 

. VITAL Career Information Center Project Annual 

Report , July 1, 1972 - June 30, 1973 * Baton Rouge: Louisiana 
State Department of Education, 1973. 

Social Studies Curriculum Guide, Primary Schools . baton Roxige : 
Louisiana State Department of Education, 1973- 

Social Studies Curriculum Guide , Middle Schools . 

Baton Rouge: Louisiana State Department of Education, 1973* 

Space Utilization of Vocational Technioa] Schools , Course Data by 
Schools . State Department of Public Education, 1971. 

Standard Industrial Classification Manual. Executive Office of the 

President, Office of Mananagement and Budget, V/ashington: U.S., 1972. 

Standard Terminology for Curriculum and Instruction in Local and 

State School Systems . Dept. of Health, Education, and Welfare, 
Office of Education. Washington: Government Printing Office, 1970. 
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Statistx(-al Abstra.-l j£ the United SUxtop. Dent, of Commerce, 

Buroh:; or t h'"» CoicuG. V/ashlnrr ^^n : ) -vopnnient Printing Office, 
yearly. 

Statistical Pr.^filo 2L Sast Baton Rou.-o Parish , Baton Rouge: 
Public Affairs Research Counoil of Louisiana, Inc • , 1973* 

Stone, James Louisiana Suporport Studies : Preliminary Assess- 
ments of the Environmental Impact of a Superport on the 
Southeastern Coastal Area of Louisiana . Baton Rouge : Center 
for Wetla:: * Resources, Louisiana State University, 19714-* 

Study of Emplo:/TTient of Women in the Tc deral Government , Civil 
Service Commission, Bureau i;f Manpower Information Systems, 
Washington: Government Printing Office, 1970- 

Supplement t > a Summary Paraprof essioral Training in Collep;ec 

and Universities , 1970 - 1971 , A, Dept. of Health, Education, 
and Welfare, Office of Hew Caro^-^r:?, ] ^70-71. Washington: 
Governnent Printing Offic^e, ^ ^' '-71. 

Sv/an, R, J,, oditv^- NVGA Bibli .^-rapiiy : Current Career Information , 

Washint^ton: V-^cational Guidan.-o As:: oc iation . 

Systematic Instni^rional Syslon , A: Developinp; Learning Activity 
Packapos for C ^ntinuous Prorress / Individualize d Instruction . 
Wyomin^: State Dept. of Education, 1-70. 

V'-.::y3 )n, V.\ ^: \ ychcro. Thv Tt-tcht^r^s Role In Career 
Devel '>pmenr . Washine;ton: i;ati>nal Vocational Guidance 
AsS'^cia ti on . 

Toxa£ VIEW. El ?-.c >, Toxuz: n-r: x:x, Education T.ervice Center, 

T^rn'^rr^-v;' c M:a'jo:-v/er IIeo>i3 : Pho liatl -^ral Indi-stry -T/c rng tj nnal 
Matrix 'Aud Other Manr>> ^v/or Data . Vol . IV, Dept, of Labor, 
Bureau )f Lab >r Statist BIS Bull-tin IIo • 1737. 

Wac'ilr.'-t G>)Vornner.t Priritlri- v.:*fl'-e. 

^u^> I-io-'iI J Axpi oy'^'l:. ^ V . 1 . 1 , ^ptitriurn Traininp; System in 
^^P'i^l Dont, Lab'^r, Manpower 

a.:hir./t !.: G ver^iiiont Printing Office. 

' "'^ \V . r\;'- Vj. , 1x1. \ Kalh: -^! ' r>. Lvt: \: . Tw ) Decades of Change^ 
i; L y<'.-:\\^J P-j>oulatl , 1 ^^0 - 1 -70 . Institute of Urban and 
: ^r/. T. Rccoar-h, Bullorlr: :: . . 7Z01, June 1972, 

Trainin>- Marraal for the Pl.-tl ^nary jJi Occupational Titles , Part 
A. Inr,truct )r' 3 Guide . Third cd . Dept, of Labor, Manpower 
Adnirirtrati , Bur'*a.. Er.pl ;rii.nt Sc'-urity, Employment 

"i": i ( V I:vui ) . V/ashington : 
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Training Manual for the Dictionary of Occupational Titles . Part 
B. "Trainee ^ s Workbook . Third ed. Dept. of Labor, Manpower 
Administration, Bureau of S^iployment Sedurity, Employment 
Office 1?raining Program Unit k (revisedL Washington: 
Government Printing Office, 1965* \ 



U. S. Industrial Outlook 1972 with Projections to 1980. Dept. of 
Commerce, Bureau of Domestic Commerce. VJashington: Government 
Printing Office. I 

[ 

U. S. Manpower in the 1970^ s . Opportunity and Challenge . Dept. 
of Labor. Washington : Government Printing Office. 

Vallot, John D. Study Guides , Rules and Reg;ulations for Stat-e 

FFA Identification and Judg;ing Contests. Baton Rouge: State 
Department of PubliFTducation, Bulletin No. 122ii, Louisiana 
State .Department of Education, 1973. 

Verhovea, Peter J., and Dennis A. Vinton. Career Education for 
Leisure Occui^ations , Curriculum Guidelines for Recreation , 
Hospitality and Tourism . Lerington, Kentucky: University 
of Kentucky, 1972. . 

Vestal, Theodore M.,^ and Neal A. Baker, Jr. An Analysis of 

Fiftee n Occupational Clusters Identified by the U. S. Office 
of Education . Sherman/Denison, Texas: Grayson County 
College, 1972- 

VIEW--An Implementation Guide (draft). Charleston, V/est Virginia: 
Appalachia Educational Laboratory, 1973. 

VIEW -- Colorado > Handbook . Denver, Colorado: Colorado Career 
Information Center, State Board for Conmunity Colleges and 
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